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FOREWORD

'.1n011. fur Distributive Teacher Education was organized in 1961.

Membership in the organization consists of teacher educators and other

distributive education personnel with an interest in advancing distributive

teacher education. The primary interests of the Council are research and

publication.

This bulletin is the report of a study on how to conduct a simulated

occupational experience program in distributive education. The study on

A Developaent Program Utilizing Simulated Occupational Experience in Distri-

butive Education is especially important at this time since leadership,

guidelines, teaching materials, facilities and equipment requirements, and

procedures for establishing and conducting these programs have not been full:.

developed throughout the nation.

A complete handbook for coordinators of simulated distributive education

programs is included. This covers the various duties and responsibilities of

coordinators such as starting a program, working with school personnel,

Laboratory facilities, curriculum, methods of teaching, selection of students,

public relations, reports and records, and the Distributive Education Clubs

of America. Examples of teaching aids, a curriculum survey, and monthly report

forms are also a part of the report.

The report has valuable implications for all distributive education

personnel because of its broad coverage of the various aspects of the secondary

program. Coordinators, teachers, supervisors, administrators, teacher educators,

and those who plan to enter the professional field of distributive education

can benefit from the information compiled.



The study was completed by Dr. Clayton Riley, Head, Distributive Teacher

Education, College of Education, Division of Vocational Education, University

of Kentucky, and Dr. Clayton Omvig, Director, Research Coordinating Unit, a

raleague in the same college and division of the university. It was publtehed

and distributed through the courtesy of the Division of Vocational Education,

College of Education, University o" Kentucky, Lexington, Kentucky.

November 1970

Reno S. Knouse, Chairman
Research and Publications Committee
Council for Distributive Teacher
Education

School of Education
State University of Nev Y..:* at Albany
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(HAPPit I

IN1ROCCrION

In 14'18, when the distributive education programs started in

Evntuck:, the state was prinarilv agrarian, and distributive edu, 1

limited to the Youth in the metropolitan areas. Today, although

Kentucky's business and industrial complexion has changed, our rural

youth are still, in many instances, unable to obtain meaningful coon-

eratlye training in distributive education. Kentuck rural Youth are

limited in their opportunities for the traditional coonerative distrib-

utive education programs due to the lack of training stations and in

many instances, because of their social and economic backgrounds. There-

fore, a proposal, for developmental programs in distributive education

utilizing simulated occupational experience in area vocational-technical

schools was submitted to the Kentucky Research Coordinatirg Unit for

Vocational Education and given approval for funding in May, 1968,

Problem

The use of simulated occupational experience programs in dis-

tributive education was slow to develop. This was primarily due to the

lack of procedures and materials needed to initiate and conduct simulated

programs. Also, there was no program to prepare teachers to conduct

simulated occupational experience programs in distributive education. The

enrollments in distributive education programs in Kentucky and the nation

are steadily increasing, and the projected enrollment in simulated programs

in Kentucky alone is expected to exceed 3000 students by 1975. Thus, there

appeared to be a state and a national need for leadership and direction
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in the development of guidelines, teaching materials, facilities and

equipment requirements, and procedures `or establishing and conducting

simulated occupational experience proesams.

Purpose of the Study

Tho purnose of the study was to ascertain: (I) how to conduct 1

simulated occupational experience program in distributive education, and

(2) the effects of'the programs operated in area vocational-technical

schools on adoption of programs in distributive education in cooperating

schools. More snecifically, the developmental programs were initiated

to assist in serving the educational needs of rural youth who would other-

wise have been denied a program in distributive education byt

1. developing a procedure for training high school

students in distributive education utilizing

simulated occupational experience,.

2. developing specifications for a simulated laboratory

for providing occupational experience,

3. developing a curriculum utilizing laboratory train-

ing for 11th and 12th grade students,

4. determining the facilities and equipment needed,

5. developing, trying out, evaluating and refining

instructional materials,

6. evaluating.the effect of the program on adoption of dis-

tributive education programs in cooperating schools, and

7. evaluating the effectiveness of simulated experiences in

securing and maintaining employment in distributive occu-

pations.
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Basic Assumptions

were

Some basic assumptions that provided a basis for this study

1. Maximum learning results when "theory and practice" are

brought together in the learning situation.

2. Learning is simplified and made more meaningful when it is

built on something already known.

3. Learning activities to be effective must proceed in a

logical order.

4. Learning is more likely to take place if students have a

reasonable chance of achieving success in their endeavors.

5. The more often one uses what he has learned, the greater

will be the retention of what has been learned;

6. Opportunities for vocational training in distributive

education should not be restricted to cooperative training.

7. Lack of growth in distributive education in Kentucky can be

attributed to:

(a) the large number of rural schools in the state,

(h) the lack of training stations for cooperative programs, and

(c) lack of program structure to expand the program.

8. Vocational programs in distributive education, as they exist

in Kentucky, do not carry out the intent of the Vocational

Education Act of 1963 and the 1968 Ammendments.

9. Simulated occupational experience can produce a qualified,

employable product.

10. The developmental program will result in local high schools

initiating programs in distributive education.
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11. Teaching techniques and procedures for simulated programs

in distributive education will emerge from the program.

Definition of Terms Used

I. Advisory Committee - A group of business and lay people,

INualIv outside the education profession, selected for

. the purpose of offering advice and counsel to the school

regarding the vocational program.

2. Cooperating Schools Schools located in the region

served by the area vocational- technical schools which

have students enrolled in the program. Students from

these schools will be transported by bus to the area

school for half-day sessions.

3. Cooperative Education - A program for students wha are

enrolled in a vocational course in high school and who

through a cooperative arrangement between the school and

enployers receive on-the-job training through part-

time employment.

4. Distributive Occupations - Those occupations followed by

proprietors, managers, or employees engaged primarily in

marketing or merchandising of goods or services.

5. On-the-Job-Training - Instruction in the Performance of a

job given to the student employee by the employerduring

normal working hours where the student receives a

beginning wage.
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6. Preparatory Trainer - Programs preparing students for

employment.

7. Simulpted Occupational Experience - A motivating technique

of instruction in which the occupational units combine

simulated or laboratory "doing" activities with normal

business activities in relation to the career objective

of each student.

Scope and limitations of the Study_

The study was limited to four public area vocational-technical

schools in Kentucky. The schools selected were assumed to be represent-

ative of the area vocational-technical schools in Kentucky.

Description of the Program_

The developmental program was designed to train high school

;tudents in distributive education at the 11th and 12th grade level. The

Pattern of instruction in the developmental program included classroom

instruction and simulated occupational experience in a laboratory. The

classroom instruction and laboratory activities were related to the

individual occupational objectives of the students.

The developmental program was operated in four area vocational

schools. A!; fdr as was possible, the programs were the same. The

enrollment in each developmental program was limited to two classes -- one

11th grade and one 12th grade --of 20 students each. One class was

scheduled for the morning and one for the afternoon in each area school.

During the first year, the pattern of instruction included:.

(1) one hour of classroom instruction dealing with related information

needed in the area of distribution; and (2) two hours of planned activities,

in the simulated laboratory, dealing with general and specific skills and

abillties'needed for job entry in a distributive occupation.
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During the second veer oI the program (ceniur veat), the learning

activities of Cle students were Adjusted to the student',. Individual

carver nhiectives.

fhr school laboratories were equipped with Tevitied equipment

neessary to provide simulated on-the-job experiences. Students wore

instili,t,d in tin. "Know-how" needed us job entry workers to tIn. fiold of

distribution.

Summary of the Need.

For mane years, the high school distributive education program

has been synonymous with the coonerstive method of instruction. But

the Vocational Education Act of 1963, and mon. recently the 1968 Amend-

ments, point out the need for development of additional methods of

training students who do not fit the normal pattern of instruction.

The purpose of simulated distributive education is to provide

high school students with realistic and meaningful distributive occu-

pational experiences through individual and group activities related to

each student's career objective.
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CHAPTER II

PROCEDURES

Pre-planning and Orientation

Orientation meetings concerning ,ae proposed developmental distrib-

utive education program were conducted in selected area vocational schuo'-

during the months of Mar'. and April, 1968. The orientation was conducted

by the school's superintendent and vocational guidance counselor. In

addition, the State Director of Distributive Education, teacher educators

in vocational guidance and distributive education, University of Kentucky,

presented an overview of the proposed developmental program in simulated

distributive education. These orientation meetings resulted in the selection

of four area vocational schools which agreed to conduct the developmental

programs. It was further decided that a workshop would be held to prepare

teacher-coordinators who would be conducting the developmental programs

in the area schools.

Selection of Schools

Kentucky has twelve area vocational-technical schools in operation.

The State Director selected four schools that serve areas in which there

were few if any high school distributive education programs.

The State Director of Distributive Education, members of the

teacher education staff, Department of Distributive Education, University

of Kentucky, and the Director of the Research Coordinating Unit visited

the schools to ascertain interest in and need for conducting simulated
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distributive education programs. The criteria used to select the

schools included:

1. An effort to select schools in widely distributed geographical

locations in the state.

2. Interest of school administrators in the program and avail-

ability of teachers interested in conducting a program.1

3. Whether sufficient number of cooperating high schools existed

where distributive education was not in the school curriculum.

4. Availability of facilities and equipment for conducting a

simulated experience program.

5. Agreement of the Superintendent to employ teachers July 1,

1968 to:

a. Become acquainted with the local business community, the

guidance counselors, and school administrators of the

cooperating high schools.

b. Survey business for curriculum content, skills, and

competencies needed. (Appendix C)

c. Attend in-service training for preparation in conducting

developmental programs.

The State Director of Distributive Education made the final se-

lection of the vocational-technical schools to conduct the program.

Teacher Workshop

A two -week workshop was held in August, 1968. The general objective

of the workshop was to develop a procedure for training high school students

in distributive education utilizing simulated occupational experiences.
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ft was hoped that, -..by working together and incorooratisig,ideas, a practical,

workable approachAn initiating and conducting a simulated program could

be obtAned.

To re:1117:c the general objective of the workshop, the instructional

program of the workshop was planned to attain the following specific

objectives:

1. To develop a course of study utilizing laboratory training

for 11th and 12th grade students.

". To develop a procedure for training high school students in

distributive occupational experiences.

3. To determine the facilities and equipment needed.

4. To develop a procedure for utilizing equipment and facilities

In a simulated program.

5.. To develop, try out, evaluate and refine instructional materials.

6. To determine a procedure for working with an advisory committee

and Co develop criteria for the selection of the committee members.

7. To develop a teachers guide for initiating and conducting a

simulated occupational experience program.

Tn accomplish the stated objectives, the workshop was planned for

two weeks, six hours per day, five dais a week. The program included:

a. Organizing and working with an advisory committee.

b. Developing an understanding on the part of school administrators,

guidance counselors, and other school perE3nne1.

c. Public relations and publicity for programs.

d. Field trips in the Lexington area.

e. Resource personnel.

fC Methods of teaching.

g. Using equipment and facilities.
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h. Selection, development and use of instructional materials,

i. Developing a course of study.

n,,voiopia,. a teacher's guidc.

k. rvall,,,t'a of programs.

Throughout the workshop, all participants had instruction and

laboratory experience in all phases of program development. The class-

room instruction was devoted to a teacher presentation of the subje,.t

matter and demonstrations, followed by discussion, group assignments,

and indlYidual study. The laboratory, afternoon sessions, was used for

preparation of materials and for the development of teaching aids and

instructional units. Instructional materials were tested, evaluated and

refined. Working copies were made available to all teachers who participated

in the workshop. Specific results of the workshop were as follows:

a. Each school selected an advisory council, prepared an agenda

for the first meeting, and prepared a letter to be used for

appointment to the advisory committee subject to approval by

the local administration.

b. Each school selected a steering committee from local faculty to

assist in the instructional patterns.

c. A procedure for working with guidance counselors was developed.

d. A news story was developed, concerning the workshop and simulated

programs, by each participant for release in local news media.

e. Field trips were conducted. On each of the field trips, the

store manager assigned an employee to work with the class.

Sales presentations, merchandising, product display and use of

equipment were presented and explanations given to the class.
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f. A modified problem-solving method of teaching was developed

by the class to be used in their classroom instruction.

P. )cedures and materials for demonstrations, role playing,

stimulation of student Participation, and use of student

projects were developed. (The developmental program provided

instruction on theory, followed by practice in the simulated

laboratory,) Student participation was the primary concern of

the teachers.

g. All workshop participants were provided an opportunity to use

and familiarize themselves with the various classroom equipment,

business equipment, and facilities which would be used in the

simulated programs.

h. Each workshop participant was responsible for developing and

presenting instructional materials to the group. The materials

were evaluated, refined, and made available to all members.

i. Each school developed a two-year course of study in distributive

education. These courses of study were refined and a common

course of study was developed. Local surveys, interviews, and

advice from instructors were used as a basis for development

of the course of study.

j. A teacher's handbook containing procedures, teaching suggestions,

methods, and instructional materials was developed.

It was decided that, as these teachers initiated their local programs,

an evaluation of the course of study, cuggested procedures for carrying out

simulated programs, and instructional. materials used would be mailed each

month to the project director. (Appendix D) An evaluation workshop was planned



for August 19-21, 1969, to refine and forther develop materials and a

course of study for the 1969-70 school year.

Facilities Planning

The need for the following facilities for a simulated program was

determined and provided In each of the participating area vocational-

technical schools:

(1) A classroom large enough for 20 students. This room was

equipped with chalkboard, overhead projector, screen,

tables, chairs, tape recorder, and other needed teaching

aids and equipment.

(2) A laboratory for providing the simulated occupational

experience. The following equipment was considered to be

minimum for the simulated laboratory:

5 wall display units 1 sign card holder kit

2 "L" gondola units

1 show case

1 wrapping station

2 portable show windows

1 display window

2 adult mannequins

1 fashion display kit

1 sign press and bench

bag and wrapping materials

gift wrapping materials

poster colors

ad layout supplies

general supplies: paper
staples, staple guns, cord
holder, hangers, pus'n pins,
etc.

Students enrolled in the programs were transferred by bus to the

area vocational-technical schools. They received three hours of instruction

per day and returned to their home school.
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Administration of Program

The program was coordinated by the Denartment of Distributive Ed-

ucation, Division of Vocational Education, College of Education, University

of Kentucky. The superintendents of the area vocational-technical schools

directed their individual programs. They provided teachers, facilities, and

local supervision.

The teacher education staff of the Department of Distributive Ed-

ucation, University of Kentucky, was responsible for conducting the two-week

workshop for teachers in August, 1968, and providing additional in-service

training through site visits.

Staff members of the Division of Vocational Education, State Bureau

of Vocational Education, assisted in constructing a course of study, developing

instructional materials, developing teaching methods, and directing and

supervising the operation of the programs.

A local advisory group was organized in each of the four schools

prior to September 1, 1968. These committees provided advice and counsel in

the further development of the programs.

Evaluation

A committee was selected to evaluate the programs in June, 1969, and

June, 1970. The committee evaluated each program on the following criteria:

1. Number of eligible high schools initially participating.

2. Number of schools participating at end of the program.

3. Number of students requesting entrance to the program.

4. Number of students enrolled in the program.
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5. Number of dropouts from program.

6. Number employed in a distributive occupation slx months

after completion of the program.

7. Number employed in n related field.

8. Number employed in a non-related field.

9. Numb or of unemployed students that had completed the program.

10. Number of cooperating high schools which initiated programs

in their schools.

11. Number of non-participating schools which requested simulated programs.

Summary

Orientation meetings were conducted in selected area vocational-

technical schools. The State Director of Distributive Education selected

four schools to participate in the program. A workshop was held for partici-

pating teacher-coordinators. A course of study, teaching aids, instructional

methods, and procedures for initiating a program were developed. The

facilities and equipment needed for programs were determined. Criteria

for selection of students were identified and procedures for evaluating the

program were outlined.
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clIAPTLR TIT

RESrLTS

The reported outcomes of this study were based on the results of

the two evaluation workshops outlined in the PROCEDURES section of this report.

One of these evaluation workshops was held after the first year of operation,

August, 1969; the other was held after the completion of the developmental

project, June, 1970. These two workshops were held not only to review

progress to date, but also to suggest and incorporate improvements into

the program design. These components were crucial, since the operation of

simulated programs in distributive education was not to terminate at the

completion of the project. Rather, the original developmental programs

would continue to cperate as regular programs and serve as guides to the

development of additional distributive education programs utilizing simulation.

As a result of the developmental project, the following objectives

were realized:

1. A teacher-coordinator handbook for initiating simulated

programs was developed, (Appendix A) This handbook included:

a. A procedure for initiating a simulated distributive

education program.

b. A procedure for utilizing simulation in training high school

students for distributive occupations.

c. A recommended list of equipment, facilities, and

specifications for a simulated laboratory.

d. A course of study -- two years for vocational-technical

schools and three Years for high schools.

e. Procedures for working with administratorg, faculty, and

counselors.
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2. Teaching aids were developed to assist teachers in conducting

simulated programs. (Appendix B)

Ag a result of evaluating the operation of the develoomental program!,

the following findings were obtained:

1. During the 1968-70 school years, over four thousand students,

parents, guidance counselors, administrators and businessmen

visited the developmental programs.

2. Forty -five official requests for simulated programs were made

to the State Director of Distributive Education. The majority

of the requests came from rural areas, and social and economic

depressed urban areas.

3. Twenty new cooperative and eight simulated programs in

distributive education were initiated by cooperating and

visiting school officials. The lack of available vocational

units restricted the number of new programs initiated.

4. The requests for enrollment in simulated programs by high school

students from cooperating high schools were:

a. 1968 - 128 students

b. 1969 - 390 students

5. The number of cooperating high schools were:

a. 1968 - 14 schools

b. 1969 - 23 schools

6. A follow-up of the graduates from the developmental

programs revealed: (N=120)

a. Number employed in distribution - 87

b. Number employed in a related field - 7
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c. Number emplo,:od in a non-related field 15*

I. .Number unemp!oyed - 11**

e. Eight of the original program enrollees dropped from the

program prior to graduation.

* *

* Six reported in this section are in Military Service.

Six reported in this section are enrolled in college.
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CHAPTER IV

SUMMARY

The purpose of this study was to ascertain: (1) how to conduct

a simulated occupational experience program in distributive education, and

(2) the effects of the simulated programs on adoption of programs in

distributive education in cooperating scl,ols. More specifically the

developmental programs were initiated to assist in:

1. developing a procedure for training high school students

in distributive education utilizing simulated occupational

experience,

2. developing specifications for a simulated laboratory for

providinvoccupational experience,

3. developing a curriculum utilizing laboratory training

for 11th and 12th grade students,

4. determining the facilities and equipment needed,

5. developing, trying out, evaluating, and refining

instructional materials,

6. evaluating the effect of program on adoption of distrib-

utive education programs in cooperating schools, and

7. evaluating the effectiveness of simulated experiences

in securing and maintaining employment in distributive

occupations.

This study was limited to four selected public area vocational-

technical schools in Kentucky. nne hundred and twenty-eight students, from

thirteen cooperating high schools, enrolled in the program during the
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1968-1969 schc,1 year. The majority .f these students returned

to complete th second year of the program. These students constituted the

first group of graduates.

Prior to beginning the study, an orientation meeting concerning

the proposed developme nral. distributive education program was conducted

in the four area vocational schools selected to be used An this study.

The orientation programs'were conducted by the superintendent and vocational

guidance counselor from each school. The principals and guidance counselors

from forty cooperating schools attended the four orientation meetings. The

four area schools selected to conduct the developmental programs were:

Northern Kentucky Vocational-Technical School, Owenshoro Vocational-Technical

School, Paducah-Tilghman Vocational-Technical School, and Bowling Green

Vocational-Technical School.

In addition, a two-week workshop was held in August, 1968, The gener,!!

objectives of this workshop were to develop a procedure for training high

school students in distributive education utilizing simulated occupational

experiences and co orient the teachers who would be conducting the programs.

In August, 1969, after one year of operation, a three-day evaluation

workshop was held. The course of study, teaching materials, and methods used

in conducting the program were discussed and evaluated. Minor changes: were

made in the course. of study and new teaching aids, developed by the individual

teacher-coordidators, were made available to the group.

A final evaluation was conducted in June 1970. The evaluation

committee consisted of the state and assistant state director of distributive

education, superintendents of'the four vocational schools and local principals

and guidance counselors, using the criteria outlined in Chapter II.
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The developmental project resulted in the establishment of simulated

programs as an integral part of the total distributive education effort in

Kentucky. The success of the original program.proved that simulation coulJ

be used effectively, The programs were effective in 1:401,1L,Jd rural arca

training stations were not available as well as in urban areas. The

advantages of utilizing simulation were: (1) rural youth, lacking a trainiu

station in their home community, could be trained in distribution: (2) dis-

advantaged youth, who might have been denied a training station, could by

reached by distribution progiams; (3) the learning experiences in the

laboratory can be controlled by the coordinator; and (4) specialized skills

and competencies can be provided for individual student needs.

Tangible results of the project included: (1) the development of

materials and procedures for training distribution students through the

simulation approach, and ,(2) the training and placement of the majority of

the 128 students who enrolled in the developmental programs and participated

. both years.

Requests for new simulated programs have been many. These requests

far outnumber the available resources to start new programs.
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Appendix A

Coordinator's Handbook
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FOREWORD

Teamwork is the key to an effective educational program. This

teamwork Is evidenced in this first edition of DISTRIBUTIVE EDUCATION

SIMULATED COORDINATOR'S HANDBOOK, This handbook is the product of

teacher education, distributive education teachers, State Department

of Education, and agencies relating to distributive education.

The role of the distributive education teacher is constantly

changing. The pattern of operation, the breadth of the curriculum,

and the ever-Increasing demands made on the distributive education

coordinator makes the DISTRIBUTIVE EDUCATION SIMULATED HANDBOOK a

must. This handbook is written with emphasis on the latest

provisions of the Vocational Education Amendments of 1968 passed by

the 90th Congress of the United States. The sole purpose of this

handbook is to insure continuity of an effective distributive

education program.

Carl F. Lamar
Assistant Superintendent

for Vocational Education



PREFACE
I

The purpose of this handbook is to provide a practical reference

that will be particularly helpful to beginning coordinators in simulated

distributive education.

rhe chapters were prepared by members of Education 515 - Problems

in Distributive Education - University of Kentucky. Lexington, Eenincky

- Summer, 1970. The handbook follows a format similar to the Coopern,ivt

(Coordinator's Handbook -published in 1969.

This handbook has been temporarily published and should be scru-

tinized carefully during the first year of use,' It will be revised

-from time to time to keep it as current.and'useful as possible. As.

revised pages are distributed, instLctio.s will be given regarding

the pages to destroy.

Our sincere thanks are extended to each of the teachers who par-

ticipated in this effort to provide a tool for making the job of the

simulated coordinator much easier. The teachers who prepared this

handbook are recognized at the end of each chapter.

K. Kenneth Carter, Director
Distributive Education
State Department of Education
FranhfOrt, Kentucky '40601

Edwin Clayton Riley, Head
Department of Distributive

Education
University of Kentucky
Lexlngton, Kentucky 40500
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PURPOSES OF DISTRIBUTIVE EDUCATION

To offer balanced, comprehensive instructional programs in all areas

of distribution and marketing

To aid in improving techniques of distribution

To develop an understanding. of the social and economic responsibilities

of those engaged in distribution in a free competitive society

To develop a closer working relationship between the schools and the

business community

To prepare qualified men and women for the distributive jobs of today

and the business leadership of tomorrow

To aid distributive owners and managers to conduct their business

operations efficiently for the benefit of the consumer, employer, and

employee

To assist in the reduction of costs of distribution through increasing

the efficiency of distribution workers
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GLOSSARY OF TERMS

I. AVA

2. Advisory Committee

American Vocational As-ociation--The professional
organization of vocational education personnel,
designed to promote the welfare of vocational
education on the national level.

A group of individuals representing employers
and employees as well as lay citizens, who are
selected for the purpose of assist.ng in
curriculum development, organization, and promo-
tion of the program.

3. Cooperative Vocational A plan of education whereby a meaningful work
Education experience is combined with formal education

enabling students to acquire knowledge, skills,
and appropriate attitudes.

4. Distributive Education A vocational education program for those
preparing for or engaging in the distribution
of goods and services to the consumer--including
all retail, wholesale, and service occupations.

5. DECA - Distributive
Education Clubs of
America

6, Distributive Education
Taxonomy

7. KADET

8. KVA

9 . NA DET

10. On-the-job Training

The youth organization for students enrolled in
distributive education programs designed to
complement and supplement the instruction. DECA
students participate in local, state, regional,
and national activities.

The arrangement of the clusters of distributive
occupations for which distributive education
programs are designed.

Kentucky Association of Distributive'Education
Teachers. The professional organization for
personnel engaged in conducting programs for
distributive education students.

Kentucky Vocational Association--The professional
organization designed to promote the welfare of
vocational education in Kentucky.

National Association of Distributive Education
Teachers. A national professional organization
of distributive education personnel designed to
render service to its members.

The planned learning experiences that are encoun-
tered by cooperative students on a part-time
employment basis.

- 3



11. Project Instruction centered around meaningful individ-
ual nr group activities of educational value,
generally involving the investigation and
solution or a prnhlem.

12, Related Instruction The instruction each distributive education
student receives 1.41 tlio classroom that directly
relates to Lilo occupation in which he is engaged

or planning to enunt:e.

13.. Simulated Programs Programs established to supplant the cooperative
program in schools where a cooperative program
could not be established or to complement the
cooperative program in schools where many students
could not enroll or benefit fiiom instruction in the
cooperative program.

11. Simulated Laboratory The laboratory used by simulated distributive
education students to apply and use knowledges
and skills learned in the classroom.

15. Student-Learner

16. Teacher-Coordinator

17. Training Plan

Is. ,Training Sponsor

.W.+

19. Training Station The business establishment providing on7the-job
learning experiences for the student:learner.

A student who is enrolled .in a bona-fide
cooperative education progr.am--one that is

recognized as a part of the student's educational
program and is approved by' the State Board of
Education.

The person at the local level who is responsible
for developing and carrying out a training plan
for each student enrolled in a cooperative
education program.

A.plan developed cooperatively by the teacher,
cooperating employer, and student indicating
what is to b6 learned by the student-learner
and whether it is to he taught in the classroom
or on the job.

The employer who is responsible for conducting
the learning experiences of the-student-learner
on the job as defined by the. training plan.

20. Vocational Work Study A plan whereby vocational students in certain
income categories can be. employed in certain
public establishments in order that they may
continue their vocational preparation. Employment
may not he related to their occupational objec-'
tive, and should not be confused with cooperative
education.

- 4



QUALIFICATIONS AND CERTIFICATION

OF DISTRIBUTIVE EDUCATION TEACHERS

Qualifications

All distributive educations approved after July 1, 1968, must meet

the following minimum qualifications:

1. Hold a baccalaureate degree with an area in distributive
education, business administration, or buainess education
or a major in distributive education, business administra-
tion, or business education (accounting or general
business).

2. Hold a provisional or standard teaching certificate valid
to teach distributive education or business education
(accounting or general business).

3. Have one year (2,000 hours) occupational experience in
distributive occupations. Approved, supervised occupa-
tional experience, in accordance with certification
standards, may be counted in lieu of the year when this
experience is a part of a teacher preparation program in
distributive education.

Certification

Basically, there are three categories of certification for distributive

education teachers. Determine the category in which you fall, and follow

the certification pattern given.

Teachers Without Baccalaureate Degree

This certificate is issued on a one-year basis and must be renewed

annually based upon satisfactory teaching experience gained during the life

of the certificate and upon successful completion of two semester hours

credit in Distributive Education earned in residence at an approved teacher-

training Institution.



1

A ten-year certificate may be -issued when the teacher has completed

four years of satisfactory teaching experience in Distributive Education

and upon the completion of twenty-four (24) semester hours crediilin

approved oca-tional Education courses, with average grades on all course

work attempted, in approved teacher-training courses in an institution fur

Irnining'illsIrihniive education teachers.

-Teachers With Baccalaureate Degree dr Above, Approved Before July l: 1968

This certificate is issued on a one-year basis and must be renewed

based upon satisfactory teaching experience gained during the

life of the certificate and upon successful completion of two semester hours

credit in Distributive Education earned in residence at an approved teacher-

training institution.

A ten-year certificate may. be issued when the teacher has completed

four years of satisfeetorY teaching experience in Distributive Education

and upon the completion of sixteen (16) semester hours credit in approved

Vocational Education courses, with average grades on all course work

attempted, in approved- tcacher-training courses in an institution for

training distributive education teachers.

Teachers Approved After July 1,'1968 With Above Qualifications

Majors in business administration or business education.. must complete,

nine semester hours in a planned in-service teacher education program,

including a minimum of six semester hours in professional distributive

education, and three semester hours in relevant content preparation. On the

recommendation of the teacher education 'institution, the, candidate may



substitute three semester hours in professional education for the content

preparation. The program must be completed within two years from the date

of employment. Teachers employed for school year 1968-69 will have three

years to complete this in-service program.

The above requirements are in addition to any requirements that may

be necessary to fulfill deficiencies on a professional commitment. .

- 7 --
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CHAPTER II

A HISTORY OF DISTRIBUTIVE EDUCATION
3N KENTUCKY

The George-Deen Act, approvedtAtine 8, 1936, and effective July 1,

1937, authorized on a permanent basis appropriations for distributive

occupations. Kentucky adopted a State Plan providing for three kinds of

distributive education programs. These were evening classes, part -time

schools or classes, and cooperative part-time schools.

Kentucky had 60 students enrolled in cooperative programs and 200

students enrolled in the evening program in 1937-38. Enrollment has

grown steadily through the years, but did not receive its major thrust

until the implementation of the Vocational Education Act of 1963.

In 1940, Kentucky became the first state to begin a statewide
;..

youth club for distributive education students. In 1948, Kentucky became

one of the original charter states for the national youth organization,.

Distributive Education Clubs of America (DECA). Through the years, this

organization hasprovided the motivation for many students to enter and

succeed in a distributive occupation.

Distributive education teachers became a section of the'Kentucky

Education Association and had its first annual meeting in April, 1941.

cThis organization is now known as the kentucky Association of Distributive

Education Teachers (KADET).: This Association became activeon a regional

basis with the adoption.of its new Constitution in August, 1969. These

regions folloWthesame boundaries as the youth organization, DECA.

- 9 -



Distributive Education sponsored numerous business clinics and other

training programs during the World War it years. Several training programs

in distribution were instituted for veterans of 'florid War II.

Distributive Education has consistently provided training in tourism

to build Kentucky's image as a tourist attrnction. As early ns 1950, Kentucky

hcid tourist conferences throughout the state. Distributive Education

was called upon to provide the leadership and training in these conferences.

The secondary program began with the cooperative education concept in

19:17-38. Two hagh schools offered secondary programs this year. The

Vocational Education Act of 1963 gave increased opportunities for Distributive

Education by providing for simulated programs at the secondary level. Under

the leadership of Dr. Clayton Riley, Teacher Educator, University of Kentucky,

and Mr. Robert M. Talbott, Assistant Director, Distributive Education,

Kentucky instituted pilot programs in four area vocational schools to demon-

strate tho effectiveness of simulated distributive education. These programs

haVe provided the leadership for new programs across the state--not only

simulated, but cooperative programs as well.

The chart below depicts the growth of secondary distributive education

in Kentucky since its inception in 1937-38:

Category
1937-38 1966-67 1967-68 1968-69 1969-70 1970-71

C S C S C S C S C S C S

No. of
Schools

No, of
Teachers

Total
Enrollment

60 0

39

42

1392

0

0

0

41

45

1172

1

1

48

47

52

2172

4

6

105

63

72

3240

5

6

160

74

84

4200*

II

14

7C0*

*Projected

- 10 -
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CHAPTER III

INITIATING A SIMULATED DISTRIBUTIVE EDUCATION PROGRAM

You have been given a task of initiating a new program of study in

the school currienlum. Al this time it may seem that your tasks arc endless

and insurmountable. But as you plunge on into your first school year in the

simulated D. E. program, you will soon observe that your well-organized

plans are becoming fruitful.

The initiation of the simulated D. E. program in your school is the first

giant-step in a well-conceived program of instruction. Initiation is the

beginning, it is the determining factor that will influence student, faculty,

administration, and the business community acceptance of this vocational

program.

The following initiating procedures are presented to you as suggestions

for implementing your D. E. program.' Priorities have been assigned to these

procedures, by the sequence of chapters. .Do remember, however, that well-

wi:itten plans are only well-written plans when they become well-implemented

actions.

YOU ARE DISTRIBUTIVE EDUCATION

The students, faculty, administrators, business, community, and parents

will look at'you as being Distributive Education. Always remember this

when initiating your program. Be prepared to introduce'yourself as the D.E.

Coordinator and be prepared to discuss the program intelligently and briefly

with all that show interest. Plan faculty meeting presentations, civic

club presentations, and other forms of public relations that will increase



public awareness of your program. These presentations be made at the

beginning of the school year if possible. They are excellent tools.for 'assist-

ing you in determining subject matter for your instructional program.

Additional information regarding public relations follows in this manual.

LINES OF COMMUNICATION

A major factor to consider when initiating your simulated program is the

development of clear lines of communication between students, faculty, admin-

istrators, the business community and parents.

The following tools-Of communication are suggested:

A. Telephone

B. Typed (Carbon-cOpy).letters and forms

C. Conferences

D. Local radio and television

E. Local newspaper

F. Face -to -face scheduled discussions

Many problems can be averted if the D. E. Coordinator immediately

initiates clear lines of communication. Written documents arc essential,

as they provide evidence of decisions, acceptance of decisions, and record

of implementation.

INVOLVEMENT OF THE FACULTY

You should organize a faculty steering committee for your D. E. program.

This committee would serve only in an advisory capacity, not as a decision-

making body. You are involving other faculty members when you organize this

group and it will increase the acceptance of D.E. in your school ten-fold.

Suggested members to serve on the advisory committee are: English, math,

- 12 -



business and the guidance counselor. Seek concrete stggestions from this

committee and use them when fcsible. Use your steering committee

committee to'observe your laboratory training. It will serve as an excellent

public relations tool.

IN. not. limit. yourself to the.facully members on your steering committer.

Discuss your teaching units with other teachers that teach related or

similar subject units. Often you will receive free units that can easily

be applied to Distributive Education.

Always maintain an'open-door policy to all other teachers in your high

school. Invite them to come and obs'erve your students in the classroom. Brilig

them in to.observe completed student, projects. Always remember that a well-

informed faculty will be more beneficial to your program than one which has

little or no first. hand information about it.

Symbols of appreciation to your faculty steering committee, your face,.

members who assist. the D. E. program, acid your school administrators whp

actively assist- you should be presented. These certificates are appreciated

and, when presented by your students, can assist your public relations program.

You should involve the high school principal and other teachers in your

public relations program whenever possible. For example, when your students

receive trophies for DECA activities, you should photograph the student

presenting the trophy to your principal. The picture should then be submitted

to your local newspaper. Press releases should mention the name of your

principal. For example; Mr. Joe Smith, principal of Junction City High

School., announces that the D. E. Class will have its annual banquet May 15,

1971 - etc.

Remember, your lellOw faculty members will not normally volunteer to



assist you in your efforts to establish a D. E. program, but if they are

asked for suggestions and are invited to assist, they will come to your aid.

Seek their assistance, discuss your program with them and actively seek their

participation in your program. Their guidance concerning students can he

most valuable to you and your D. E. program.

Never forget to stress that the Distributive Education program is part

of the total academic and vocational program of your high school and needs the

assistance and the cooperation of the faculty and administration.

YOUR INVOLVEMENT IN THE TOTAL SCHOOL PROGRAM

As previously mentioned, you are D. E. in your school. Your actions

symbolize to the administration and faculty what D. E. is, what cooperation

they can expect. Therefore, it is important that you become involved in

teachers meetings, a degree of other school functions, and activities.

THE ADVISORY COMMITTEE

You should establish an advisory committee for your D. B. program.

Refer to Chapter IV, "Procedures for Working with Administrators, Faculty,

and Counselors," for an explanation of the committee's functions and compo-

sition.

PARENTS' ROLE IN DISTRIBUTIVE EDUCATION

When initiating your D. E. program you should be aware that you will

direly need the full cooperation of your students' parents. Therefore, it is

essential that the parents develop a good understanding of the Distributive

Education program. This can be accomplished by your visiting the homes of

- 14 -



each student and scheduling a parent meeting of prospective students in your

school. When yoUr parents understand the program they-will, in mast cases,

recognize the necessity of assisting you in developin in their child the

proper attitudes and traits. They will offer their child encouragement rather

than-discouragement. They will provide transportation, if needed, for their

child. Lastly, they willhelp their child understand that in all occupations.'

one must work his way up the vocational ladder, and that no position is with-

out dignity and importance. Remember, this will only be accomplished if the

parent is fully informed of what your D. E. program is doing and what it will

be doing for their child.

HOW TO MAKE NOME VISITS COUNT

1. Learn before the visit whether the family is new in the district; also,

whether any child from the family has been the program previously.

2. Don't surprise the parents. A postcard or telephone call concerning the

time of the visit pays dividends in friendly relationships.

3. Be prepared to accept calmly whatever living standards you may find on a

home visit.

4. Dress simply. Be friendly.

5. Take along a copy of your annual schedule of activities and explain it to

parents.

6. Tell what yo%,r class did last year. Describe interesting home experiences

or projects carried on by former students.

7.- Bring along pictures to show and printed material to leave with the parents.

8. Encourage questions and ideas from parents and other children in the family.

9. Tell the parents of prOspeetive students about the Distributive Education

courses offered, how they fit into the total school program. Use simple,

. non-technical words.

15 -



10. Tell about the success of graduates and the employment opportunities for

well-trained youth.

11. Extend a cordial invitation to parents to visit the department and classes.

SUMMARY OF PROCEDURES FOR INITIATING A SIMULATED PROGRAM

1. Visit an on-going program. Take principal and guidance counselor with

you.

2. Go back to school and determine how many students are interested in the

program.

3. Make your request from the State Department for the program. Meet again

with the counselors.

4. Survey local businesses to determine needs in the local community.

5. Order equipment and set up facilities.

6. Develop an advisory committee.

7. Develop a steering committee.
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CHAPTER IV

PROCEDURE FOR WORKING WITH ADMINISTRATORS,
FACULTY, AND COUNSELORS

A successful program is dependent upon full cooperation and under-

standing of your Distributive Education Program by your administrators,

faculty, and counselors.

BASIC ADMINISTRATIVE AND OPERATIVE REQUIREMENTS

1. Ti,e simulated program must have the endorsement and support of

the school's administrative officers, faculty, student body, and

counselors.

2. Those responsible for the administration and supervision of the

simulated program should establish and maintain an adequate

control system (rules and regulations) to insure harmony and

rapport among school officials, faculty, counselors and students.

OBLIGATIONS OF COORDINATORS TO ADMINISTRATORS

1. The coordinator must sell his program to the administration by

emphasizing the need for such a program to both students and

community.

2. He must keep administration informed as to how the program is

progressing.

3. He should work administration and advisory committee in

improving the program.

4. He should work to have the acceptance of the simulatedprogram by

faculty and counselor.

5. He should prepare a yearly report of what he plans to teach each

year.
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6. He should prepare a yearly budget.

7. He should show the need for providing adequate instructional

materials, equipment, and classroom laboratory.

8. He should have complete knowledge of all phases of the program.

RESPONSIBILITIES OF THE ADMINISTRATOR

1. The administrator should be informed about the entire program.

2. He should hire a coordinator who meets state requirements and

one who has the ability to get along well with those with whom

he will work.

3. He should assist the coordinator in preparing the necessary forms

required by the state and national organizations.

4. He should attend meetings with the coordinator to help up-grade

the program.

5. He should provide the coordinator with adequate facilities and

equipment to conduct a comprehensive Distributive Education

program.

AGREEMENT BETWEEN ADMINISTRATOR AND COORDINATOR
WHEN WORKING WITH BUSINESSES

1. There should be an agreement as to whether the coordinator should

call on merchants to obtain information concerning the classroom

instruction and employment.

2. An agreement should be made as to the amount of time the coordinator

shoold spend visiting local merchants.

3. The coordinator should keep a record of businesses and parents

visited.

- 18 -



APPROVAL roR PROGRAM

I. A basic outline of tinr year's study plan should be submitted to

the principal and superintendent.

2. There should be an approval of the set of policies by administra-

tors, counselors, and coordinators on the following items:

a. Selection of students

b. Coordinators duties and time allotment

c. Credit for student participation

d. Hours of work

. Pay scale

f. Reimbursement of contracts with State Depart-

ment of Education

DISTRIBUTIVE EDUCATION AND THE GUIDANCE COUNSELOR

The phase of guidance with which the Distributive Education teacher

and guidance counselor are concerned has to do with the course of study

and vocational planning. Both have a vital interest in students.

1. It is the function of the Distributive Education teacher

to:

a. Provide a quality Distributive Education Program.

b. Have an understanding with the guidance counselor

as to the kinds of students who are eligible to

enroll.

c. Provide the counselor with the number of openings

for the year.

d. Confer with the counselor and keep him informed

about the program.
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e. Report student progress Ao Counselor.

. 2. The counselor's role is to:

a. Assist students in assessing and understanding their abilities,

aptitudes, and inter'ests.

b. Provide information to students about Distributive Education

Program, purposes, requirements of the-job, and opportunities.

c. Apply pre-determined criteria for admission of students to.the

program.
..

d. Confer with the Distributive Education teacher about those

who do not clearly qualify for the program.

(The above suggestjons were acknowledged by Dr. Curtis Phipps, Vocational

Guidance Services, University of Kentucky)

e. Consideration given in the selection of students:

Age Character.

Scholastic standing Personality

Aptitude

Health Vocational interest

Attendance record Disciplinary record

Punctuality Needs of community.

INVOLVING THE FACULTY IN THE SIMULATED DISTRIBUTIVE EDUCATION PROGRAM

1. As a new faculty member, introduce yoursolf and be prepared to

explain the Distributive Education Simulated Program briefly,

and invite faculty members'to visit the distributive education

department--"Ask for suggestions."

2. Provide an informative presentation at faculty meetings--"Ask

for suggestions."

3. Select three or four members for a steering committee--English,
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Math, Bi,sin..ss, and .idance--Ask for suggestions."

4. Invite members of various departments to your classroom to discuss

the simulated program and explain how their department complement

the student s learning--"Ask for suggestions."

Supervisory visitstake members of steering committee and other

interested faculty members to confer wIth training sponsors --

talk with businessmen.

6. Discuss units that apply to other teachers--"Ask for suggestions."

7. Invite teachers to visit your class and observe students --"Ask for

suggestions."

b. Be concerned with students' grades in other classes. Set

standards for minimum grades in distributive education and other

classes.

IL Attend teacher's meetings whenever possible and be concerned with

school problems and activities.

10. Present program fur other departments--F.F.A., F.T.A, F. B. L.A.

11. Present awards or certificates of appreciation to teachers that

assist in the program.

12, Involve the principal and other teachers in publicity whenever

possible.

13. Always remember and stress that the D.E. simulated program is part

of the total program and needs the help and cooperation of the

faculty.

14. Use various teachers to act as judges for local DECA contests.

15. Do not hesitate to utilize another teacher's ability in providing

classroom instruction.
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16. Counsel with tbaehers concerning present students and prospective

stndents.

USING AN A DV 1SOR Y COMM TTEE FOR DISIR !Bun EDUCATION

Local Advisory committees can be of much'assistance in the development,

expansion, and operation of a Distributive Education Simulated Program.

The council provides a link between the school and community through member

Jetivities. The function of the advisory council is to advise and counsel

the schnol in improving the Distributive Education Program.

In every community the need and objectives of the Distributive Education

Program will vary. It is the purpose of the advisory council Co assist in

guiding the Distributive Education Program so that it will meet the needs of

the community and provide realistic and practical instruction for the

students.

PURPOSE:

1. To secure ideas and advice from representatives of business and

industry in the school district.

2. To study community situations and determine .community needs

3. To clarify the relationship of the Distributive Education Simulated

Program with the community.

4. To explain the Distributive Education Program to the public and

help improve public relations.

5. To correct the teacher-coordinator's "blind spots", give encour-

agement and support, and also help him meet and work with those

whom coordinator needs to know.

6. To help evaluate the Distributive Education Program.

4 "Getting off on the Right Foot," Clayton Riley, University of Kentucky.
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ADVANTAGES:

1. Provides a link between the school and community.

2. Gives prestige to the school, community, and vocational program.

3. Gives the school an opportunity to explain the objectives of the

program.

4. Brings a closer relationship between management and labor.

5. Provides an opportunity to study the real training needs in the

community.

6. Provides a sounding board for new ideas.

FUNCTION:

1 Assists in the selection of training sponsors

2. Renders service in developing employment opportunities.

3. Assists in setting standards for trainee selection.

4. Gives advice on the development of instructional material.

5. Assists in the selection of classroom equipment.

6. Provides guidance 1.n wage and hour problems.

7. Helps publicize the problems.

8. Assists in conducting community surveys.

9. Assists in setting local training standards.

10. Assists in selection of subjects, course content, and special

emphasis that should be included in the training plan.

QUALIFICATION OF MEMBERS:

1. They should express an interest in the problems of the school.

2. They should be interested in youth.

3. They should be well -known leaders in their particular business.

4, They should represent: management, labor, and tile public.
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SIZE:

1. A good working council should consist of a minimum of nine to twelve

members. The important item is to hnve your business areas repre-

sented,

W110 SHALL SERVE:

1. Businessmen from large companies.

2. Businessmen from small companies.

3. Representatives from local employment offices.

4: Two cooperative businessmen.

5. Member of Chamber of Commerce.

6. Member of local Retail Merchnnis Association.

7, Principal or Superintendent should be an official member.

8. Guidance Counselor should be initiated to meetings dealing with

student selection if not a member.

9. The teacher-coordinator has a relationship to the committee similar

to that of the superintendent of the school board.

HOW TO APPOINT-:

1. The first step is to make a list of the persons whom you would

Consider for appointment.

2. Second step is to ask the principal to review list and make

suggestions, changes, etc.

3. Involve the superintendent of schools and the school board. Go over

the list of prospects and ask them to assist you in making the

final selection.

4. The superintendent should then send out a letter explaining the
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purpose of the council to those selected to serve.

5. Shortly after the letter has been received, it would be advisable

to visit and briefly explain the purpose of the council, and at

the same time set a first meeting date. It may be advisable to

contact prospective members and determine if they are willing to

serve before presenting their names to the superintendent for

approval.

WORKING WITH THE COMMUNITY:

In working with the advisory council, you will find it practical to

keep certain guiding principles and methods in mind for a successful

operation. These principles are as follows:

1. The member serves on a voluntary basis, therefore, he should not

be expected to carry out long, detailed, and worn assignments.

2. School officials should acquaint council members with the total

offerings of the school and how they supplement the Distributive

Education Simulated Program and how Distributive Education gives

purpose to these classes.

3. Informational material should be put into the hands of council

members. This material should include pertinent releases and

publications of the local Board of Education, State Board, and

other Federal information pertaining to Distributive Education.

4. Meetings should be scheduled regularly.

5. Council meetings should be conducted in D.E. classroom if possible.

6. Council working with new programa should meet at least once a month

during the first year program is in operation, or until such time as

program is operating smoothly.
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7. The teacher-coordinator should be present at all meetings.

H. ALL members should be advised on existing and pending vocational

legislation.

9. Copies of minutes should be given to all council members. School

officials should have a complete file ul minutes of council meetings.

FIRST MEETING:

The first meeting of the advisory council will set the pattern of Its

function. An agenda should be prepared and given to members. An example of

an agenda is listed below:

1. Introduction of all new members.

2. Appointment of temporary chairman.

3. Election of chairman.

4. Election of secretary.

5. Explanation of Distributive Education Program and the need for an

advisory council.

6. Functions of advisory council.

7. Responsibilities of advisory council.

H. Term of appointment.

9. Selection of time and meeting place.

10. Business.

ITEMS IN THE AGENDA SHOULD MEET MOST, IF NOT ALL, OF THE FOLLOWING TESTS;

1. Is this a real problem?

2. Will the school use the council's recommendation?

3. Is this a question in which the committee is interested or in which

it can become interested?
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4. Is the committee competent to discuss and make recommendations on

this type of problem?

5. Do members have sufficient knowledge of facts and background infor-

mation to make worthwhile suggestions?

PITFALLS TO AVOID IN WORKING WITH ADVISORY COUNCIL:

The skill with which the organization and work of the advisory council'

is managed by local school authorities will, in a large measure, determine

the benefits that may be derived-from their use. In.this connection, it may

be well to keep inrmind possible pitfalls that may be encountered.

DO NOT:

1. Permit the council to become administrative in its functions.

2. Conceal facts pertaining to a program from the members.

3. Enter into labor - management: controversies.

4. Fail to keep a copy of minutes of each meeting on file.

5. Take action within the realm of the advisory council's advisory

function without discussion with council.

6. Fail to recognize the value of the advisory council through your

releases and other means.

7. -Use-for sounding board, and use all coordination ideas.

S. Be "yes" members.

REMEMBER!!!

1. These people are busy--don't call meetings just to "chew the fat."

2. Ask for their help.and use it.

3. Never end a meeting without accomplishment or solving a problem

or assigning problems to-Members.
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Dear Mr.

(SAMPLE LETTER TO ADVISORY COMMITTEE MEMBERS)

August 25, 1967

The High School is expanding its school

curriculum to include Distributive Education, Distributive Educe ion is a

program of instruction in marketing, merchandising, and management. The

program is concerned with the instruction needed for employment in distrib-

uting goods and services to the public, -including all retail, wholesale

and service occupations.

We need a local advisory committee that can advise and plan with us

the abilities and skills students will need for employment in a distri-

butive occupation. Also, we need advice as to-how this program can best

fit into our educational program, and provide a service to the community.

The advisory committee is to be composed of local businelsmen and persons

Interested in providing our students with realistic and practical training.

Because of your background, experience, and ability, we are requesting

that you serve as a member of this committee. We sincerely hope you can

serve in this capacity. We do not feel your services will require a great

deal of your time. Teacher-Coordinator will call on

you soon and discuss this matter with you.

Sincerely yours,

Joe Black, Superintendent
Jenes County Schools

L.Sam Smith, Principal Bill White, Teacher-Coordinator
Jones High School Distributive Education

Jones High School
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SMITH HIGH SCHOOL ADVISORY COMMITTEE
FOR DISTRIBUTIVE EDUCATION

AGENIA

1. Call to order - - -- Chairmen

2. Progress report Teacher-Coordinator

3. Committee reports Members

Course of study report Sam Jones
Bill Smith
Ed Brown

Legal Responsibilities Mr. J. Black

Personal-Social Traits Ed Wheeler

Public Relations Jess Johnson

Placement Joe Phelps
Tom Watson

4. Next meeting date November 5, 12, 19

5. Information and help needed for next meeting

1. List of new training stations

2. Suggestions (sample) training agreement

3. Review of merchandising units

4. Review of retailing units

5. Help in securing classroom facilities - cash register - display

cases - dummy merchandise, etc.

6. Committee member to assist in program for Uons Club Meeting

(Be sure that the above assignments are filled before the meeting is over.

You can assign these to members or ask for volunteers. The method used will

be determined by the type of individuals and the special qualities of the

members.)
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SMITH HIGH SCHOOL ADVISORY COMMITTEE
FOR DISTRIBUTIVE EDUCATION

AGENDA

Temporary Chairman- Teacher-Coordinator

Welcome--Remarks School Official

Why an Advisory Committee Principal - Teacher-
Coordinator

Preliminary Planning State Official

General Comments by Members: What they think of the program - what an
employer desires in an employee - work or
training stations

Organization of Committees:

Officers Needed

Operating Procedure for Committee

Election of Officers

Committees Needed - Standing:

Course of study
Placement
Student requirement
Public relations
Planning committee
Training agreement

The chairman should then, set the date for the next meeting, within the

next week or ten days, and members should be assigned the task of evaluating

the possibilities of the program and collecting and organizing their thinking

and recommendations.
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NEWS RELEASE FOR A NEW DISTRIBUTIVE EDUCATION PROGRAM

In May the Metcalfe County Ilc:ird of Education announced that several

new courses arc being offered this all In the high school. Within this

list was included a new vocational education unit in Distributive Education.

This is a new concept in education lor high school students. The program

will include laboratory instruction for high school sophomores, juniors,

and seniors in the area of marketing, merchandising, and management to

provide them with the skills and abilities for obtaining employment in whole-

sale, retail, and service businessei,. These students wilt be preparing for the

part-time or full -time work and will be given in-depth study in distributive

occupations so they may decide which area of work they like best and can do

most efficiently. After graduation, these students are to have the skills

and abilities necessary to obtain a job or continue their studies in technical

schools, business colleges, or universities.

Mrs. Joyce N. Simpson will be the teacher-coordinator for the program.

The courses are to be taught in the rooms vacated by Vocational Agriculture.

These rooms have been equipped with moTible shelves, showcases, mannequins,

a cash register, a signpress, display windows, and other equipment which will

be set up to simulate a variety of distributive business during the school

year. Merchandise will be obtained from merchants within this and surround-

ing communities. The purpose of this laboratory training is to simulate as

closely as possible actual businesses.

In addition to the formal instruction, an organization for distributive

education students, DECA (Distributive Education Clubs of America), will be

formed to develop leadership; to participate in community activities in con-

junction with local civic clubs; and to develop D. E. projects for local,

regional, and state competition.
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Several local businessmen and women have been asked to serve as advisors

for the D. E. program in an effort to make the classroom instruction more

realistic. Shortly after the beginning of school, ask your local merchnni5

about the distributive education program, or call Mr. Howard Keel, principal,

for an appointment to observe our program. Your interest in the new program

is both welcomed and encouraged.
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CIVIC CLUB ADDRESS

First, I express my thanks for the oppurtunity to speak to this distin-

guished group. When I look around and recognize ..he many faces, I suddenly

realize what a storehouse of experience and information is gathered here--an

information resource I would like 10 take advantage of during my instructional

program this year.

I know you have many questions about Distributive Education. In talking

with you for the next few minutes, I will try to answer several of the most

obvious questions pertaining to our new program. However, if I do not discuss

a specific question you have, please feel free to ask me after I have given

you an overview of D.E. and all its ramifications.

There are four questions that I have most often been asked pertaining

Distributive Education. (1) "What is D. E.?" (2) "What does it mean in

everyday terms?" (3) "How is it going to benefit the students?" and (4)

"How is this course different from any other course of instruction?"

#1 Distributive Education is a program of instruction in merchandising,

marketing, and management to prepare students for one of the many careers in

wholesaling, retailing, and service occupations.

#2 Students will be given classroom training in the

fundamentals of salesmanship, retailing, human relations (getting along with

others), advertising (window displays, news releases, radio and TV broad-

casting) and many other techniques used in distributing goods and services to

you and I--the consumer of these goods and services.

#3 Who benefits?" We like to believe that there are three major

beneficiaries--the student, the future employer of th-Ls student, and the

community. will benefit by developing personality and salable

skills for jobs that actually exist, by exploring ma,.y of the occupations in
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distribution in order to decide which jobs they like best and can do most

efficiently, and by opening doors for full-time employment after graduation

or advanced training in technical schools, colleges, and universities.

We feel that the future employer will benefit from employing select

persons who have already been trained in the basics of the business enter-

-prize and who actually have a career objective which they are working toward.

This should be reflected in reduced labor turnover, reduced training costs,

greater selection of qualified persons, and improved customer relationships

and finally profit increases--the primary objective of business.

We also project long-range benefits that may be observed in the community.

Some of these are reduced unemployment--thus, a higher standard of living

(reduction in tax increases), better school-community relationships, and

better community leadership developed through DECA (Distributive Education

Clubs of America). DECA is the ntudent youth organization whose objectives

are to develop leadership, to participate in community improvement activities

in conjunction with local civic organizations, and to develop projects in

the various areas of distribution for local, regional, state, and hopefully,

national competition.

#4 "How is. this course' different from other high school courses?" Yes,

some traditional classroom instruction with contemporary overtones will be

used But the basic difference is that studenta will receive laboratory

instruction using moveable shelves, shOwcases, mannequins, a cash register,

and other actual business equipmeni..tojset up simulated business enterprises.

Merchandise will be obtained from you who are in 'distributive businesses and

merchants outside the immediate community. We will not use new, salable,

merchandise, but merchandise that has not moved, soiled merchandise,
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on which a refund cannot be obtained, etc. We will use a lot of role playing,

actual business situations that you who are in business experience often.

This concludes my explanation of Distributive Education, but I am sure

there are some things you would like to back-track on, so, let's use a few

minutes and turn this into an informal question and answer session.
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CHAPTER V

DUTIES OF A D.E. TEACHER-COORDINATOR

The Distributive Education Teacher-Coordinator has many responsibilities.

The success of the program depends upon how well the coordinator performs the

many functions he has to carry out. Six areas should be considered: (1)

Public relations; (2) Programming; (3) Training; (4) Coordination of classroom

instruction; (5) Guidance; (6) Records and Reports. A brief description of

these duties are given below:

(1) Public Relations

a. Organize and sponsor DECA.

b. Participate in other school and extra curricular activities.

c. Arrange for and direct special events.

d. Speak to school groups, PTA, and civic organizatio.is.

e. Prepare publicity.

f. Confer with prospective students and parents.

g. Work with business, civic, and school groups.

h. Work with school administration and school counselors.

i. Present awards.

(2) Programming

a. Make community surveys.

1, What should be taught.

2. Training stations available,.

b. Selection of Advisory Committee.:

- 36 -



r. Mtrm a xteurIng c"mmit,o.c.

d. Assist in arranging students' school and work schedule.

e. Set up classes.

f. Plan programs of work.

g. Secure speakers for class activities.

h. Provide and maintain classroom training facilities.

1. Provide training stations.

(3) Training

a. Develop the Distributive Education curriculum.

b. Teach Distributive Education classes.

c. Prepare and revise course material.

d. .Evaluate and up-grade lesson plans and units.

e. Conduct research to improve the program.

f. Visit students in training centers at regular intervals.

g. Work with training station supervisors at regular intervals.

h. Make. some visitations with students and parents.

i. Maintain teaching content resource files.

j. Provide for classroom participation experiences for students.

(4) Coordination of Classroom Instruction

a. Placement of students for training sponsors.

b. Placement of students for observation.

c. Act as training consultant for the training sponsors.

d. Coordinate classroom activities with work experience.

e. Follow up on student progress.

1. Assist in obtaining full-time employment after graduation.

g. Follow up on student after graduation.
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(5) Guidance

a. Assist counselor in the selection of students.

b. Help student determine a career objective.

c. Counsel student.

d. Confer with training sponsor when student work is not progressing

satisfactorily.

(6) Records and Reports

a. Order equipment and supplies.

b. Maintairi'source files.

c. Maintain student files.

d. Prepare school reports.

e. Make out work schedules.

f. Turn in student progress reports to guidance counselor.

g. Prepare a weekly report for principal.

Complete all spite reports.
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CHAPTER VI

SUGGESTED LAYOUT, EQUIPMENT, AND SUPPLIES
FOR THE DISTRIBUTIVE EDUCATION LABORATORY-CLASSROOM

The layout and equipment used in the Distributive Education Laboratory-

Classroom should be designed to provide the atmosphere of the distributive

business as much as possible. Since the majority of the student-learners in

the secondary cooperative program will be placed in retail stores, the D. E.

laboratory-classroom should simulate merchandising conditions, providing space

and equipment necessary for practice activities in areas such as display, sales-

manship, store system, and stockkeeping. In addition, the classroom should be

equipped to facilitate both large an0 sma11 group instruction through methods

such as discussion, role playing, demonstration, and individual project

study.

The following equipment list and layout are suggested for setting up

the Distributive Education laboratory-classroom:

1. FURNITURE, BUILT-IN:

Bulletin board

Chalk board

Display case

Display window

Storage lockers

Bookcases

Wall shelves

Full-length mirror

Wash basin
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2. FURNITURE, PORTABLE:

Teacher's desk and chair for office and classroom

Bookcases

Telephone and table

Individual tables with chairs

Waste baskets

Card-size filing cabinet

Letter-size filing cabinet

Utility tables (2)

Counter displays

Wrapping counter

Shadow boxes

Shelves

Cash register stand

Magazine rack.

Pet boards and equipment'

Storage cabinets

Mannequins

Extension cords (2 15-foot)

Clock

Student tables (12)

3: MACHINES AND TOOLS:

Cash register

- Typewriter

Adding machine

Spirit duplicator

Sign press and supplies
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Paper cutter

Three-hole paper punch

Price ticket marker

Charge plate machine

Assorted sign holders

Staplers (hand and gun)

Staples

Hammer

T-square

Saw

Tin snip

Screwdriver

Paint brushes

Pens (assorted felt tips)

Scissors (at least 5 prs.)

Pencil sharpener

4. AUDIO-VISUAL EQUIPMENT: (must have access to)

Opaque projector

16 mm. projector with sound

Projector stand

Screen

Slide projector with sound

Record Player

Tape recorder

Overhead projector

Flannelboard
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Dark blinds for the windows

5. REFERENCE MATERIALS AND SUPPLIES:

Library reference books

Mail order catalogues

Dictionary

Fashion magazines

Wrapping paper and bags

Tape

Show card paper

Price tickets

Sales checks

Business forms
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LABORATORY-CLASSROOM LAYOUT 'FOR DISTRIBUTIVE EDUCATION

Files

Files

Coordinator Offices

3 us
0 W
M0 0

oa
0
0

Clothes Display
Slulves

Mirror

Show Cases

Cash
Register

Check out
Station

Student tables

and chairs

File
Cabinets

Bulletin Board Screen Chalkboard

A'4

Sign
Press



LABORATORY-CLASSROOM LAYOUT FOR DISTRIBI IVE EDUCATION

Wall Shelves

; 1 I

Shelves

I Sign

Press and
Supplies

Check out lane

Cabinets

Storage room

I
Wall Shelves {}

Magazine
Rack

Glass Show

Inside Window
Display

Cash Register

Wrapping Counter

Cases

Student chair
and tables

Desk

Display stand

Chalkboard Screen
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CHAPTER VII

For many years, the high school distributive education program

has been synonymous with the cooperative method of instruction. Ilut

the Vocational Education Act of 1963 and more recently the 1968

Amendment point' out the need for development of additional methods of

training students for the field of distribution.

The purpose of simulated distributive education is to provide

high school students with realistic and meaningful distributive

occupational experiences through individual and group activities re-

lated to the students' career objective.

The course outlines described are the results of two years of

experimentation and a two-weeks workshop conducted for simulated

teacher-coordinators in August, 1970, at the University of Kentucky,

Lexington, Kentucky.



SOGGENTIMIS FOR PROVIDING THE CLASS ROOM INSTRUGTIoN

Alp teachpr-voordinator in a simulated program will determine

the needs of his stnciunLs--based on ability, needs, and local situations.

This course of study should assist Leacher-coordinators in planning
.

t.hcir instruction program with adjustments to meet their individual

needs. This course of study was developed for high school sophomore,

junior and senior students enrolled in distributive education.

A modified problem-solving procedure should be used in securing

many of the learnings in these courses. A common fallacy in teaching

distributive education is: Teaching "abcitiC an occupation, rather

than providing classroom and laboratory instruction in the occupation.

Teacher-coordinators should provide realistic instruction Lo their

classes and utilize the.following teaching - learning techniques:

I. Demonstrations
2. Planned and supervised projects and activities
3. Realistic and meaningful problems--daily lessons
4. Field trips--individual and group
5. Guest speakers
G. Individual and group instruction--
7. Development of competencies, leainings, and skills the

student can utilize in reaching their career objectives.

In most cases, the problem to he solved or topic to be discussed

should be accomplished in one-two classroom periods, followed by super-

vised practice in the laboratory. Correction of errors during the

practice sessions develop skills and build confidence in the students.

The teacher- coordinator will find it helpful to set up the

laboratory into individual training areas- -food store, men's or ladies'

shop, service station,,hardware, etc., -7 where students can practice

the skills and competencies needed for job entry. Local businesses can



assist in supplementing supplies, materials, and teaching aids.

The units in the course of study are listed in the sequence they

should be taught. However, the Distributive Education Ill unit

sequence may need adjusting to local needs.

The units listed in the three-year outline can be obtained from

the Instructional Material Laboratory, Taylor Education Building,

University of Kentucky, Lexington, Kentucky. The units contain- -

I) major teaching objectives, 2) learnings to be secured, 3) content,

4) suggestions for handling the unit, 5) suggested student activities,

6) references, 7) teaching aids, 8) work sheets and 9) other useful

materials.

7 -
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CbAlliAi VIII

SUGGESTED METHODS OF TEACHING SIMULATED DISTRIBUTIVE EDUCATION

This chapter concerns Instruction in "Simulated" or "Protect Method"

programs in which the applicatory phases are accomplished by use of labora-

tory simulations or other means short of actual on-the-lub c%pericilics.

BASIC TEACHING METHODS

L. Project! A method 01 Instruction centered around meaningful indi.1-

dual or group activities of educational value, generally involving 'lives! 1-

gation and solutton of problems, and frequently Invoicing In osi otil 11.1 1

ling of products and/or equipment. the method is sometimes used .s substi

tute for "cooperative method" instruction, but it can alga be used as relatid

instruction in connection with the cooperative method.

2. Simulation: A method of providing applicatory training and, .ndie,-1-

1y, considerable related instruction, by means of an assumed problem, onc:

ttme situation or continuing situation set in a simulated job environment

The method is generally used for groups of students having requirement, to?

the same or closely related competencies,tas well as for Individual oh

skills. Thus, several positions within a simulated retail clothing store may

filled by D. E. students, who proceed 1.o carry out the various duties of

those rositions in a mock-up of an actual clothing store - as accurate as can

be pre ided. They-are under the supervision of the instructor, who provides

the materials, data and assumed situation. Frequently, the simulation and

job practice is continued over a period of several weeks or even months, as

the students carry on the week-by-week operations of a make-believe company.

The term is also used to refer to n type of vocational training program in

which simulated job situations are 1. ubstiluted for cooperative method phases

Col instruction.
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0111Hit TERMS APPLICABLE TO TEACHING METHODS FOR
SIMULATED'DISTRIBUTIVE EDUCATION

1. Related instruction -- In-school instruction which is correlated

with the activities and 'requirements of the training johas well as with the

student's career objective. This correlation involves both the sequence of
1

learning and the application_ of learning (what is learned in school is

applied on the job, and the results are reported back in the classroom). The

term also includes learnings (concepts or attitudes) which are more distantly

related to the job's current requirements, and which may or may not be put

into immediate application.' The content ofyelated instruction includes:

a. General occupational competencies, which are usually

presented in 'outside" courses such as English, General Business, Business

Math, Public Speaking, etc. They are learnings which are common qualifica-

tions fdr most workers, regardless of the field of work.

b. Basic distributive competencies, which apply to all workers in

distributive businesses and which may be taught by group Instruction with

allowances for individual differences.

c. Specific occupational competencies, which includes those'coneepts,

skills and attitudes -essential to a family of occupations such as food service,

or variety stores or gasoline and service stations. This instruction has to

be given, .as a rule, by small groups or by individualized instruction.

d. Specific job competencies, which are highly specialized and

relate directly to the specific. requirements of the job classification in

which the student is interested honefully, in which he is employed.1

Usually taught by means of individual instruction; occasionally by small

al



e. Specific individual requirements, such us remedial. or reinforce-

ment which, in most cases-, can be met only by. individualized instruction.

2. Training station .-- A plaeuof business selected by the teacher-:

coordinator to supplement the classroom instruction, and to provide specific

training neeledby'the Students in accordance with individual training plans

designed jointly.by the student and the D.E. teacher. The operator of a

business, by prior iarrangements, -may cooperate with the school in providing

supplemental practical training and experience in techniques needed in

distribution.

3. Training station sponsor -- An individual(s) designated by the

manager or the owner to assist students in planning pro4ects7-activAtles, and

other related experiences needed by the student(s) for the development of

skills and competencies with relation to his (their) career objective(s).

PRINCIPLES OP VOCATIONAL INSTRUCTION

The following general-principles apply to all simulated distributive

education.

1. Give priority to those competencies that are deemed. primary to success

and relegate L3 later opportunities the tlevelopmept of those competencies.

wliich iC appears most employers would label only "deSirableVor simply

"nice to have.

Educate the student- worker as a "total package. of behavior." in

other words, the student must develop desirable attitudes and back-ground

knowledge as well as specific job 'skills, problem- solving skill, ;the ability

to get-along with people, and a boat of desirable personal qualities.- In

vocational training, theempliasis *necesSarily; on application type



C

activities in order to gain employable competencies. At the same-time,

hot,ever, classroom instruction should stress understandings the "whys" of

the operations.

3. Include in each,unitof instruction many exercises or situations

which show a varielyof applications of a concept. In this way, the

instruction builds transferability - the hallmark-of depth of understanding.

In addition, instruction should provide many opportunities for developing

creativity and imagination in problem-solving.

. Schedule the instruction carefully and logically. The sequence

and time allocation for units Can be logically developed, since the student

will not apply the learnings immediately as an employee.'

With or without pre-employment training, the sequence of instruction

during the simulated (senior-year) phase of D.E. is very much dependent

upon the students' career objectives for training and upon the step-by-step

Plan for training to be accomplished in the laboratory. In general, the

distribution of training time might well approxiMate that shown in-qhe.

chart which follows. Note that in the beginning if the year, the student's

need for specific content is taken care of_pitim'arkly in the .c.-14iss'foom. On

the other hand, us the student progresses' through the year, he increasingly,

needs and can-apply operationally the principles of marketing and merchandising

in the laboratory. The chart also points out the need for individual

instruction thrOughobt the training period.
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PRuPoRTIONATE ALL,CATION OF TRAININii TIME
IN A SIMIIIAMD PROGRAM 0

September January May

Related
Classroom
Instruction

General ],earnings
applicable to all
occ;:pations

Learnings applicable to ntI
distributive occupations

Individual
instruction

Specific occupational and job ]earnings

Laberatory
Instrurtion

Specific job skills, knowledge and atziludes
Background and advanced training

From the above, it is apparent that in a well-designed simulated class

some things should be studied by all members of a clast4 others by small

groups within the class, and a large number of things by individuals. Some

toings should be learned in the classroom along, some things in theflaborator

alone, and a great number of things both in the classroom and in the laboratory.

The sequence decided upon for classroom instruction in any one D.E.

cuurse may differ somewhat from the order indicated in Chapter VII in order

to meet the needs of the local situation, the total length of the program.

students' entr? qualifications, employability status, etc. Refer to Chapter

VII for a suggested sequence of course presentation.

SUGGESTED METHODS AND TECHNIQUES FOR GROUP INSTRUCTION

Group classroom instruction should be concerned with the basic concepts

and the broini general areas of distribution and marketing. Group classroom

instruction should not be devoted to factual knowledge required solely icr
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any specific occupation, except for illustrative purposes. Some useful methods

and techntques are suggested below:

For develmitn skills and attitudes.

d. brills, drills, drills (application eSercIscs), 1111...4

out the year.

b. Integrated instruction. For instance, practice "Personalitv

Development" with exercises on "Salesmanship", or "Problem Solving" w;ih

"Marketing Research."

2. Lectures. Use with caution. They will rarely be productive it :hy

are longer than 20 or 30 minutes. Lectures gain In effectiveness if copped

with a good class discussion and a brief summary.

3. Discussions. A most widely used method, .1t can be very valuable

in introducing a new area of study, and following brief lectures, lilm

showings, demonstrations and reading assignments. Questions by the tnstrictor

may stimulate very worthwhile, active class discussions leading to the

development of the students' self confidence, poise, tolerance and respect

for the views of others as well as a broadened understanding Jf the sublect

matter.

4. Demonstrations. This is a most useful means of instructing, particu-

larly when it immediately precedes an occasion for personal application of

the learning by the student. Careful rehearsals are mandatory, however.

Again, a brief summary at the conclusion reinforces the learning process.

5. Committees,. Students should learn to work with others in small groups

as as in large groups. Whenever possible, students should be permitted

to choose the committees on which they will work, but some shifting of per-

sonnel may be necessary at times.
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G. Panels - of from three.to five carefully instructed members.

The chairman tiltroduce...-the problem, states the issues involved, recognizes

-`the various members, directs the discuAsion, and summarizes the points

made. Each member's presentation should be previewed by the instructor, who

should assure himself that the panelists are prepared on all issues to be

discussed and to answer questions from the audience.

7. Group Research Reports. Useful in teaching research techniques,

business writing and public speaking %s well as subject oontent. It has been ,-

found that reports based on current. periodicals -or trade magazines work,

out well. The audience should be held resp6nsible for the information given

in the report.

8. Case studies. This method consists of group study and discussion of/-

a real life situation which illustrates one or more points of the subject

area, based on a written or recorded report of the situation as a rule. This

technique is particularly valuable in developing skill at situation analysis

and problem solving, and for business management training.

9. Role playing and dramatic presentations. This technique has wide

appeal to students both as participants and as spectators. Many students

participate more readily when informed that they will not be judged as actors;

in any event, they shoUld always be advised to bentore concerned with subject

matter than with the dramatics involved. Frequently, the process of

developiiig and'writing the skit or program becomes the primary instructional

vehicle.

10. Field Trips. A wonderful activity to stimulate interest and to gain

information about a topic, do demand careful planning and definite

arrangements with:the establishment to be visited, the school, students,

the sour,ceof transportation and the parents. The trip should
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be a natural outgroxib 0; ( iissroom discns.lion, and most of the planning and

arranging should be done lt% the students. The features to be looked for should

_be known before dypartury and snmple,quitst ions suggested to the students. The

visit should be follnWed n thorough discussion of what wns learned and

its relation to other subject material. Don't forget to have the .students

write a short letter of thanks afterward.

11. Resource VLi.01A (guest speakers). Another interest stimulating

method, it also demands care in selecting visitors who are competent in

speaking as well as in their-subject matter. .,'Again, it is very tmportant,to

orient the speaker carefully.as to what the class is studying and what is

expectedof him, and 16 prepae the class to look for needed.informatiun by

means of intelligent questions,. Closing discussions are also important in.using

this method of instruction, Thank-you letters should be sent.

12. Overhead pritieet6rx,The potentialities of this equipment are

almost boundless; either ready-made, or previously prepared home-made

'transp- a rencies can be used to goodl"teffect, with or without color, multiple

. layer add-ons, or other special effects. One of the. best features of its use

is that room lights do nut necessarily have to be darkened, and the instruc-

tor remains facing his audience, in a position to hold their attention. add

comments and lead discussion concurrently with the shoWing of the trans-

parency. Most schools have equipment with which simple transparencies are

not without some value, and the simple devise of- writing directly on:a clear__

plastic or glass transparency (blank) with a felt or nylon-tipped marking

pen while the projector-is being usedtbefore the class has even more value

than, a corresponding use of the chalkboard.



I:.. Films, filmstrips, and slides. Always attractive and usually

interest stimulating to --udenls, use of these materials involves techniques

which can make the instructional value much greater. The most important

precaution is careful selection and pre-viewing, Showings should alsays be

preceded by introductory rcirarhs which tie the poe-entat ion in with informa-

tion already studied, mid followed by summary discussion to "null down" the

salient points. lkut't forget to check, the projection equipment, poser source,

'extention Cords, etc., prior to attumptiag any film showing. Frequently, a

member of the fAass has been properly instructed and licensed in operation el

the equipment, and would be proud to serve as projectionist.

14. Tests and Quizzes. Eact test, in addition to its function as an

evaluative tool, has a very pronounced value as a teaching-learning method.

The first value comes during the preparations made by the students for

test. Its greatest value, perhaps, is in Its effect of crystalizing the

student's knowledge and understanding as they express their answers to the

questions, or even when they simply choose the correct answers to objective

type tests. Short quizzes are very useful in summarizing or reviesing pre-

ceding material. The one big objection to the use of tests as a means of

teaching is that they take a groat deal of time to prepare properly and lo

grade. This can be overcome partially as time goes on by savinG copies of

each year's tests and quizzes, and using appropriate parts of them in subsequent

years. A suggested rule is to always review each test given with the students

as soon as possible after they have completed their answers.

SUGGESTED METHODS AND TECHNIQUES FOR INDIVIDUAL INSTRUCTION

The methods outlined herein are those appropriate to related classroom
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instruction for specific. individual training needs.

1.. Individualized assignments, by which generaki;iii06:4 studied in a group

can be applied by the student to.a specific job situation. Figure 1 shows an

example of individual application of a group lesson in display.

individual display Shoes

Store Window

Hardware- Men's Wear

The assignment should require reading, observing or experimenting, followed by

analysis of the results and application to a specific situation by means of

written answers or a report -- written or verbal. Adequate time-must be made

available for explaining. the assignment to the'student, to ,assist him with his

individual:work as necessary and to receive-and evaluate his results. -One

suggestion, where a separate laboratory period is not available for independent

Studies;" is. to use all or a portion of regular class..periods on one, two, or

three days a week, to the virtual exclusion of group ,instruction. A preplanned

rating scale will, assist materially ill: evaluating students' performance.

1



2. Library -research projects, with or without a presentation of results

before the class, are valuable means for individualized training.

3. Research by observation survey or interview. The techniques for

using research projects are similar to those for individualized assignments as

described above. Textbooks are full of suggestions for ideas and subjects for

research. Also, the DECA contests involving the preparation oI manuals, and

the performance of studies In marketing or "Creative Marketing" projects are

most valuable instructional devices for irAividual as well as some small

group instruction.

4. Use of study guides or workbooks. These materials are made to order

for individual instruction. Their use involves the same techniques as in

'paragraph one above. The workbooks can be made up by the D. E. instructor

himself, or procured from such publishers as Southwest. Interstate,

or Gregg Division of McGraw-Hill. There are also study guides and workbooks .

available from the University of Texas Bookstore and from several business

houses such as the Kentucky Consumer Finance Association, J. C. Penney Co.,

Sears Foundation and Marathon Oil.

5. Use of programmed instructional material is even more valuable for

individualized instruction than study guides and workbooks. The distinctive

feature of this material is that the subject matter is very carefully dii-

ded into small portions, each of which becomes a subject for a sequence 01

reading, illustrating, applying (usually by a short. quiz) and a review 01 the

correct answer(s). Successful completion authorizes the student to proceed

to the next lesson; failure to respond with the correct answers will impose d

requirement for the student to study a review--in simplified termsof the-

lesson content and to try again on another quiz. Each step must be mastered
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before the next one is undertaken. The student is allowed to proceed at, his

own pace of li;lirning and to. continue to the maximum level of learning'wthich he

is able to achieve in the time available. Programmed instructional materials

for a limited number of subjects in the field of distribution are expected to

be avuilnhle in the near future.

G. Supervised laboratory instruction. A sample of a_Step-by-step training

plan for the laboratory training Is shown in Figure.II, attached. .

STEP-BY-STEP TRAINING PLAN
`SERVICE STATION EMPLOYEE

A. Title of job: Driveway Salesman

Career Objdctive: Management or ownership of a service station or auto
accessory store.

C. Detail of Areas of Experience and Training:
Training and Observations Planned

in in Month
class laboratory

I. Learning Outside Clean-up and Maintenance Sept._
a. Driveway maintenance
b. 011 display
e. Bay area maintenance
d. Window maintenance
c. Island maintenance
f. Restroom maintenance
g. Rear of store and storeroom

maintenance x'

h. Inside Sales.
Learning Driveway. .Selling Techniques
a. Personal appearance x x October
Ii. Proper approach to the cus-

tomer x x Oct -Nov
e. Proper steps of selling
d. Proper care in service

Free service.
I. Itutehhil selling -- increasing

,IVrag, sale A

Knowledge, of product
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Training and Observations Planned
in . In Month

class laboratory

It. Closing of the sale

(1) Use of cash register x

(2) Making change .

(;I) Use of credit cd. machine
(.1) Issue of trading stamps

Planned Learning Outcome
Training and Observations

in in

class laboratory

Oct -Nov

Planked
Month

3. Learning Inventory Techniques
a. Inventory of minor items x Dec,

b. Inventory of major items - x

c. Inventory of supplies x

d. Order procedure x Jan.

e. Special order procedure x

f. Penmanship and accuracy x

4. Learning Bay Services
a. Sale of bay services x x March
b. Completion of service. x

c. Preparation of ticket x -April
d.' Free services x

e. Final check x

5. Learning the Completion.of Reports and Forms
a. Daily records. x xl,...

b. Daily reports x

c. Special reports x .x N
-d. Importance of accuracy x x

Specific References:

Mat

1. Small Business Administration, U.S. Department of Commerce, Washington:
Superintendent of Doccuments:
a. "Records Management in Smaller Stores"
b. "Basic Stock Control for Smaller Stores"
c. "Building Stock Control for Smaller Stores"
d. "Pricing and Profits in Smaller Stores"
e. ."How LoPrice a New-Product"

Figure II
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(11APT131 IX

-re
dl

SELECTION OF STUDENTS

REQUIREMENTS FOR ENROLLMENT

if an individual student is to be efficiently prepared for profitable

employment, he must be able to benefit from the instruction he receives. For

this reason, the following qualifications have been set up as the basis for

enrollment of high school students in. Distributive Education classes:

*D.E. 1

I. Students should be interested in the field of distribution as a

possible career.

2. Students should show some promise of developing toward gainful

employment in distributive occupations.

3. Students must have reached their fourteenth birthday.

4. Students should agree to participate in DECA activities as an

integral part of Distributive Education.

*D.E. II

1. Students should have completed D.E. 1 successfully.

2. Students should show promise for developing toward gainful

employment in a distributive occupation.

3. Students should be eager to participate in DECA activities as

an integral part of Distributive Education, and lo develop them-

selves toward leadership in this organization.

*D.E. I and D.E. II will be combined for the vocational school program.
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D.E. III

1. Students must have completed D.E. II successfully.

2., Students must have shown evidence of develnpment Inward'
careers 1-11 distribution while enrolled in D.E. II

3. Students must have completed a sufficient portion ni

grnduation requirements to permit the scheduling nt a two,-

hour laboratory period.

4. Students will. be expected' to participate in local DECA

activities.

FACTORS TO BE CONSIDERED IN SELECTING STUDENTS

I. Age -= must be 14years of age and sophomore standing.

2. Scholastic standing.

3. -Aptitude and ability.

4. Health.

5, Attendance.

6. Punctuality,

7. Character.

8.' Personality.

9. Appearance.

10,' Vocational interest.

11. Alertness.

A student may be selected for Distributive Education even though he shows

weakness in one or more of, the above standards: He;should not be involved in

projects which involve the business community until he meets the minimum



standard and demonstrates that he sincere in his efforts to'maintain

the standard.

SOURCES OF PROSPECTIVE STUDENTS

.1. Names submitted at guidance assemblies--career days..

2. Names referred'by junior high or high school guidanc, counselors.

3. Names secured'by complete study of guidance'folders.

4. Names referred by present.D. E. students.

5. Students who inquire about D. at various school functions.

'6. Students, referred by cooperative D. B. coordinators

SUGGESTED STEPS IN SELECTION

1. Prospective student completes application. (See Figure I)

-

2.- Conductla personal interview with.student (may conduct two 4nter-

viewa--a brief interview to get acquainted--a longer interview
a

later),

3. Use of aptitude testsduring the interview. (See Figure II and III)

4. Interview with student and parents.

ASSEMBLY PROGRAMS FOh 1",XPLAINiNG THE DISTRIBUTIVE
EDUCATION PROGRAMS TO THE JUNIOR HIGH SCHOOL,

EIGHTH AND NINTH GRADES

As chairman for the committee from your school, please check

A. Each vocational service should have, a carefully prepared outline

of its part on the program knowing exactly how much time it should

take.

B. Check backwith the head counselors in the junior highschools on
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the exact program as to time, date, and procedure, including

distribution of flyers and tentative application.forms.

C. Program should include the following:

I. -Introduction of all coordinators by principal orriead

counselor.

2. Explanation of each program. Stress that the only course

which studenta can actually sign up to take in the-tenth

grade is the. DISTRIBUTIVE EDUCATIMPREPARATORY.

COURSE .(DE I) but thatTthey should know that the others.

will be available in-the eleVenth and twelfth grade years.

3. Your explanation of the-Distributive Education Preparatory

Program must include that it is vocational in. nature and

intended to prepare.students for entry in the future into

the vast field of diStribution. You musts give specific

examples of what distribution includes so that they can

see the various opportunities. You must not urge students

who definitely are college bound to sacrifice any,c011ege

preparatory courses for this, but you certainly can point

up that it prepares students for certain majors in post-

high school courses.

Explain that the application form is tentative but that we

.

need to know -how many hope to enroll later: These forms

should be taken home and discussed with parents and return-

ed to homeroom teachers, who will turn them over to

coordinators. Tell them to bring the forms to homeroom

teachers in two days or the next morning depending on the
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advice of the tounselors.

5. Distribute flyers to the students as they leave, urging

them to show them to their parents even if they don't

think they will be taking these courses. This will he

one way they can .clueate their parent S.

Leave manila folders on Distributive-Education Programs

for eighth and ninth grade-homeroom.teachgrs. ,nd all

guidance counselors.

D. Follow up the assembly program by

1. Picking up .the tentative enatillment forms'within one

week of -the assembly program. Do this personally as it

will provide an additional opportunity to answer questions

of the counselor and to' discuss pupils .indicating interest,

2. Write the head counselor, with copy to the principal,

expressing thanks for support and cooperation. Offer your

services to help whenever possible.

3. Follow regular enrollment interviewing and scheduling

procedure with junior high school counselor's guidance.

Courtesy of Virginia State Department of Education, Distributive Education

Service, Distributive Education Teacher COordinstor's Operations Manust,

1966.



FORMS FOR GUIDANCE AND SELECTION OF

HIGH SCHOOL STUDENTS

'I he next there loans JII. l'Ild111131e1 of f you may want to use in the spring when
)ms select students for your next ye.u's program.

St011t stiggesheus lot using the forms:

I. When you interview students.

2. When students .tsk you about DE.

:5. Ariel au assembly program.

4. Before an assembly program.

S. In homemarn.

6. Dive to all guidance counselots.

These ate samples and should be drawn op to meet any special (oral conditions:
Add your own blank forms to this section of the Manual for (mirk 'referenr.e in. the
future.

Courtpsy of Virginia State Department of Education, Distributive
Education Service, Diatributive Education Teacher Coordinator's
-0Perations Manual, 1966.
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SAMPLE #2

DISTRIBUTIVE EDUCATION SERVICE

State Department of Education

Richmond, Virginia 23216

\ NI.) I. wad.

I.'1 11.ile of Ili: iii

Darr Mardi 17,
.

School Foraiisherg High School

11149 Plonie 642- 12211
Mr, Year

Father's "1 Putter's
Name I larold Occupation Construction_Wnrker

First Last

1.11ade in school NEXT YEAH .Junior V,ar . I (1.1-ailliation 1967

\Could you like in train incur about Funw to progress frouilvliele 3011. a I r 110W w whrre you woold like go
lire's win k

Yes X'. No

. Woold yoU he interested in taking a course befoie graduation that woula,:help you le;nI, mine altratt
tunitiesin the world of work, including a background of how lousiness is operated in Our rtntionly°

Yes X Nn

The Distributivt Education course will include many of the skills needed in yam' work; lin hiding how to Mid
a job, how to apply for a job and how to keep a job. Would you be interested in talking with sintUrrnie Amin cnrnIliog
in Distributive Education next year

Yes X No_ _

What have you thought you would like to do as a career earl you graduate knot high school? Be an artrrss
or airline stewardess '

NVItat is your proposed schedule for next year?

Reg u irtd Efts titter

Nlath Music

English

1 hstory

I ym

Mary Lee Camel
Student's Signature

Courtesy of Virginia State Department of Education, Distributive
Education Service, Distributive Education Teacher Coordinator's
Operations Manual, 1966.

Figure 1
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SAMPLE # 1

DISTRIBUTIVE EDUCATION

INTEREST QUESTIONNAIRE

Name Mary ire Camel

Address 1212 Forest Avenue Age 16

Ate you winking now X Yes

If so, whew

lAnation of business

O

Mr. Donut (name of business)

1612 Lee Highway

Whit type of work ate you doing? Salesgirl

If you ate not working, what type of business would you be interested in wotking

in?

What type id work would you he interested in doing? X selling, stock,

service.

Would you he intlested in learning mote about a program in school in which you
attend school p tit of every day and then leccive a portion of your instructions
thtough on-the-jolt esperience in .t retail iti service selling organization in the
community?

X Yes

Courtesy of Virginia State Department of Education, Distributive
Education Service, Distributive Education Teacher Coordinator's
Operations Manual, 1966.
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SAMPLE #3

SURVEY FORM TO INDICATE INTEREST IN
DISTRIBUTIVE EDUCATION szmuLATED HIGH SCHOOL PROGRAM

Mars law Camel School Wilson !Ugh Sc1tool

Neat est
l'hone MO 2-.11110 Phone

Nlotheis Name

I lat, ol !filth (Ica 9, 19.19

I -A Muleet Blvd

Bertha Camel Occupation llosnewife. Firm

Eadiet's Nano' like l'aml I )er tipalitt in Ii11)11.1 Film Larry's Rather Shop

.1)pi. of Job I lo.sirecl It (loice I(I:religionist

ylie of job 1)esiiil: 2nd Choice Cosmetician

1 1 igh School Credits A heady Eat Heti

Etighso 3

12 Indicate in what fields:-

I ( Itlo:i fields:Foreign Latiguagus

:Mathematics 3 ; L :online' dal ' I

Science I . I Intro: E; 0110111i, % 2

1-listpv, I !industrial Arts

Subjects and grades this year:

1s1:stl. 11 NI tisir. ('. Eng,lisli
I hone Economics . A Art II Itiology

last subjects you need II) graduate.
English Science

Ilistory I Phys.

1)0 you intend to go to college.' N., 11'Iit it'
LVItat 14.111'111g lot your life work' Ilea cat-er gill

In what extra-corrit ilia actis ;ties hat, NMI taken part ' Home (:1;th, 1)tatna (:1111.

Times tardy this year 2 Reasons Alisqci the hits

Times absent this yea/ 1 Reason,. !headache and colds

!lave you es.er worked.' No Dist firms and alipioxiiiiale dates of ritiployment

Ate you immloyed now" Nn Vs'ith what '

Woutd you lie interested in the III; (otiose'

I.ist thiee teacliris who air teaching WO 1111W.

3) Mrs. Ann Ifaines

ties

I Sly Flank Allen , 2} Miss Nla.ini Jones

Mary Lee Camel
Soident's Signatme

Yea: in st hool Junior
Courtesy of Virginia State Department of Education, Distributive
Education Service, Distributive Education Teacher Coordinator's
Operations Manual, 1966.
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APPLICATION FOR THE DISTRIBUTIVE

EDUCATION PROD;

Application for Admittance 'to D.E.

SIMULATED IIIGII tiCli001.. PROGRAM

When to Use this Form:

As you carry out your guidat, ..ms in the local high school pro-
gram, students will want to Apply for enrollment. The attached
sample application form limy be used to provide some information
about a mildew's background, schedule and interest. It may also
:tid you ui designing you' own local application form if you so
cirsiie.

How to Use this Form:

i I las e each applicant fill out the form,

2. Use the form during the interview.

File in student's personnel folder.

Distribution of this Form:

One copy for interview and then filed.

Courtesy of Virginia State Department of Education, Distributive
Education Service, Distributive Education Teacher Coordinator's
Operations Manual, 1966.
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APPLICATION FOR DISTRIAITIVE EDUCATION
HIGH SCHOOL 11::IGkAti

o Stud.,nt_IIAI6c4,1114424.04.... Sect ton No._ A Home Room 2/44

.,- Les.. *iate o: _....J4/19 Height. E yi Weight 165
l..r.oth Day Year nearest

home AdOrJas_5/1,,)11,4.1Eft..a &Liam, Telephone 777.."11,SLTelephone
Mother's tiame_ Occupatlon.16514644L Firm

Name Occupation Firm
Type of Employmiut Desired: tat Choice

2nd Choice A6W1r9
\Ready Earned J$E___, Indicate in what subjects:

Foreign Languages_LI___L_ Other fields:

. _ Commercial 0----- 49A,aspHome Economics .........0...:

Industrial Arts
GuisJc.0 I

i V. . a
this Year

High tiei 1 Credits .

Eng 1

ilat t 1

tic fence

History__
Subjects and Crudes

Subjects needed foi

EALCrkeus.ra
Do you intend to go to college? Where' SLorwk.

graduation:

c

What arc you elanaliie tut your Tre4-workl_lcnest J_
In what extra-currIcula activities have. you taken part?..4

'Times inrdy year 0_ Reasons --
Times absent this ear____ Reasons
Have, you ever worked? List firms and approximate dateo of employment

- -124c4ASI ea..;
Arc youyou employed how?Llsda With what firm?
Glile your room schedule for this year:

Period Mon. Tues. Wed. Thurs.
lot Period
2nd Period
3rd Period
4th Period
5th Period
6th Period

Fri.

Excellent opportunities ate iivailsbLe t6 young people in retailing and
distributive bui.ivesses of our city. Two of the.outstanding requirements
of character qualities are depeudability'and sincerity. If I am accepted
in the Distributive Education course, 1 agree to put forth my best effort
In completing instruction in school and on the job.

Sioed_L.41424k4L'LL.41.t6/
Student

entering the DIsirlbutiye Education
aod agree to voopeiate 'with the in:hi and the tr ing agency.

Signed
L Parent or Guardian

Courtesy of Virginia l: care Department of Education, Distributive
rdrirst ion Service, PistribaI:ve EducatiOn Teat:her Coordinator's
0110c;AI ions mennl.



Name

Date

Score

INVENTORY OF YOUR PERSONALITY

Belbw you will find a list of questions that constitute an inventory of
positive personality traits. Answer these questions according to the instructions
Your instructor will evaluate the results in terms of an ideal person.

Instructions: Answer each question YES or NO in the space provided. If you cannot
honestly answer the question, put a question mark (?) in the space.
ANSWER THE QUESTIONS HONESTLY!.!!

1, Do you tend to argue or disagree when someone gives his point of view
about which you disagree?

2. Can you always trust yourself when handling money that does not, belong
to you?

3. Do you usually hate to see the other fellow.get promoted or get something
you don't haVe?

4. Do you usually want to share yout responsibility with someone?

5. Are you easily discouraged?

6. Do you go out of your way to give assistance to a friend?

7. Do you tell people who have none you a favor that you appreciate it?

8. If you dislike a person, do you enjoy telling him what you think of him?

9. Do you usually feel tired and dull?

10. Do you, in most cases, have to be coaxed to talk about yourself or Ihe
things you have done?

II. Can you stand to have someone else, other than your close friend, be
the center of attraction in a crowd? .

12. Have you ever copied from someone else in any of your schoolwork?

13. Are you willing to devote extra time and effort to yOur work even
though it means giving up some pleasure?

14. Can you always be depended upon to carry out an assignment without
assistance from anybody?

15. Do you feel as ambitious at three o'clock in the afternoon as you felt
at ten in the morning? .

16. Are you always glad to help new people in their school woik or in
finding their way around and in meeting other people?

Figure XI
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11. !lave you oiten gone out of your way to express gratitude to someone?

18. Would you lather quit a job than he "bawled nut" by your employer?

19 A oAre you always cheertul when.you ore trying 141 "cliPer vane

20. Are you inclined to Lei{ a hIggel story than the ouhr

21. Do you ever cross the street to avoid meeting peopleyou do nut like?

22. Do your triends ever trust you with their personal belongings?

23. If you worked in a store and your neighboring clerk, whom you knew
rather well, wanted to exchange lunch hours, would you object to this?

24. Do you seek and depend upon the advice of others in most things which

you are asked to do?

25. Are you eager to get to work or start a project which you know is going
to take a long time?

26. Do you avoid the responsibility of offering your time and services
for such things as Red Cross, Community Chest or other such groups?

27. If a customer should call your attention to a mistake you made in favor
of the store, would you thank him?

28. When your friends and the people you meet are sad or unhappy, does
this tend to make you unhappy?

29. 11 you were working in a store, could you restrain your feelings toward

a customer if he had you show him twenty samples of an item and then

refused to buy any?

30. Do you exaggerate your abilities when talking at home or to friends?

31 Have you ever shut of the radio or television or changed stations
because you could not stand the program, even though others in the
room may have been listening?

32. Have you ever misrepresented the facts to your parents or friends in
order to get them to allow ybu to do something?

33. Do you habitually eat in the presence of others without sharing with
them?

34. If you were going to buy some clothes for yourself, would you ask
someone to go along, other than your parents, to help you buy?

35. Can you stick to a tiresome task fora long time without someone's

prodding or encouraging you?

36. Do your parents or your employer have !n tell you everything they want

you to do?
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47. Are You slow (0 show yoin appluciation tor someone b..i.iuse you I. not

want to feel uhligated the.-

38. Is it hard fur you to refrain trom whistling, stamping your leer, or
loud clapping when you are asked in assembly, or a show, or in other
public places?

39. Can you take fair criticism smiling?

40. Do you ever hesitate to offer your services for something hecause you
tee' you might not do the job correctly?

41. Can you stand to have someone younger than you are to give you good
advice?

42. If you were selling feed that was 60 percent wheat and the customer
asked it this was 50 percent wheat, would you be telling the truth
if you answered YES?

43. Do vou share or lend your prize possessions to others?

44. Can you make hurried decisions alone, without outside help?

45. Are you one of those who never does anything today that can be put
off until tomorrow?

46. Are you willing to give up your spending money for a worthy cause?

47. Do you pass out complimeots in the hopeof receiving one yourself?

48. At Church or Sunday School, do you give your undivided attention to
the teacher or minister?

49. Does the weather usually affect your disposition?

50. Have you ever "invited yourself" to visit or go along with a group
when an invitation was not forthcoming?
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Diagnosis oi Personality

Your instructor will review in class each question and you will be
asked to decide the correct answer on the basis of what an ideal person would
have done. The questions were constructed in such a manner that you actually
evaluate yourself on the ten positive traits of a pleasing personality. This
chart will help you diagnose your shortcomings. Circle the number below
where your answer did NOT agree with the one decided upon in class.

Total the numbers encircled and note the personality traits in which
you showed the greatest weakness.

Personality
Traits Question Numbers Errors

Forebearance 1 11 21 31 41

Integrity 2 12 22 32 42

Unselfishness 3 13 23 33 43

Confidence 4 14 24 34 44

Vigor 5 15 25 35 45

Helpfulness 6 16 26 36 46

Gratefulness 7 17 27 J7 47

Self-restraint 8 18 28 38 48

Cheerfulness 9 19 29 39 49

Modesty 10 20 30 40 50

Total errors

Note: Use this chart to analyze and improve your weak points.
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Name

Date

Score

SELF-ANALYSIS OF INTEREST IN SALES WORK

Which oi these statements describes you? If the answer is "yes", draw a
circle around the "Y." If 'the'answer is "no," draw a circle around the
"N." It is in your own intctest to be as fair and accurate as possible
..I your Answers.

1_ I'd rather dt.al with things than with people ...... . . . . Y N

1 think mathematics is a very interesting subject Y N

3. i like talking to strangers Y N

4. 1 dislike group activities Y N

5 People find it easy to appiciach me Y N

6. 1 would like to do research in science Y N

7. 1'd 'enjoy raising money for a worthy cause Y N

8. I prefer to he by myself Y N

9. I've more than average desire to own things Y N

10. 1 would like to design farm implements Y N

11. I would Like to attend conventions Y N

12. I've more than average mechanical ingenuity Y N

13. 1 dislike people who borrow things Y N

14. I would like to be a mechanical engineer Y N

15. 1 like people of all nationalities in my community Y N

lb. I'd like to work a 40-hour week Y N

17. 1 would enjoy making speeches Y N

18. I'd like to be head of a 'research department Y N

19. I like to keep meeting new people Y N

20. I enjoy batatining when I'm buying something Y. N

21. I'd like to develop some new scientific theories Y N

Figure III

- 741 -



- 2 -

22. I'd like a straight salary in my life work Y N

23. I prefer only a few really intimate friends Y N

24. I'm better than average at judging values Y N

25. I like to get other people's viewpoints Y N
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Ku FOR SE1X-EVAIHATION IN SAH.S WI ):

Your .answers indicato interests or .haracteristics Iivorable t su,,oss in

sales work. To iind your total score, add up the number of your.inswers

that agree with those below. If your score is 16 or above, your chances of

success in the selling field are favorable. A score below lb indicates

that you probably would have better chances of success in some other field.

1. N

2.

J. Y

4. N

5. Y

b. N

1. Y

8. N

9.

10. N

11. Y

12. N

13. Y

14. N

15. Y

lb. N

1/.

18. N

19. Y

20. Y

21. N

22.

23. N

24. Y

25. Y



CHAPTER X

PUBLIC RELATIONS

Publicity is the key that will unlock many doors for a Distributive

Education Coordinator. By giving a clear, concise picture of his program to

clubs, organizations, and a wide coverage from the press and the other media

the coordinator will have taken a long step toward having the people that

this publicity reaches on his side. The coordinator is maliing known his

program, his students, his objectives, and is giving the listener and/or

viewer, a clear picture of what Distributive Education is and thus is making

his job much easier. Understanding all things makes the road a lot easier

to travel, and this is especially true for Distributive Education.

BASIC B'S FOR PUBLICITY

1. Be the only person from your group to contact news media. Two persons

calling a newspaper editor or program director are bound to bring

confusion and conflict.

2. Be quick to establish personal contact with the right person at each

newspaper, radio and television station in your area.

3. Be sure to write everything down.

4. Be prompt in meeting every deadline.

5. Be legible. Type news releases. Correct all errors.

6. Be accurate. Double check names, dates, etc.

7. Be brief.

8. Be honest and impartial. Give credit where credit is due.

9. Be brave. Don't be afraid to suggest something new.

- 82 -



10. Be businesslike. Never try to obtain publicity from friendship.

11. Be appreciative of all the time and space given you. Remember it could

be sold.

12. Be professional. Members of the press are always invited guests.

IMPROVING PUBLIC RELATIONS WITH STUDENTS

1. Sponsor assembly programs describing Distributive Education work.

2. Report activities of your classes, through a class reporter, to the

student newspaper.

3. Give widespread publicity to successful graduates or cooperative

students in the school newspaper and on bulletin boards.

4. Arrange to have members of your advisory committee or others prominent in

your field speak to the ninth and tenth-grade classes about career oppor-

tunities in Distributive Educatior.

5. Keep your department clean and attractive at all times.

6. Use corridor bulletin boards and exhibit cases to display student -mode

projects and career opportunities in your field.

7. Arrange to have other students visit your department, or have students in

academic high schools visit your school.

8. Plan career day activities with local business and industrial firms to

allow students to see at firsthand the job opportunities open to them.

9. Prepare material, slides, or movies describing your course offerings.

10. Prepare and distribute a four-year high school curriculum showing how and

where your Distributive Education programs fits in.

11. Glamorize your field of work whenever possible.
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SENDING PHOTOS TO THE NEWSPAPER

1. Newspapers prefer glossy photos, S" X 10" in size.

2. Captions for pictures should be typed on a sheet of paper which can be

attached to the bottom of the photograph .on back side) with tape.

Do not write on back of photo or attach the caption with paper clip!: to

avoid damaging the photo for reproduction. Do not paste caption on back

of photo as this makes it awkward for editors to use.

3. Be sure that names and addresses of all individuals in the picture are

included in the caption in the proper left to right position.

4. Action shots are best. Have one center of interest in the picture.

5. Speed is important in getting a photo to the newspaper. Pictures 01 an

event on Tuesday is not news on Vriday. If your school duos not have

photo developing facilities, you will find that the newspapers are

willing to help out if the picture is really newsworthy.

6. You should have on hand up -to -date portrait shots of important school

officials in case the paper asks for one to use with announcements from

the school.

7. Send an action picture when possible with a story about an individual

teacher or student. Take Advantage of every opportunity to publicize your

Distributive Education program.

POINTERS FOR RADIO BROADCASTING

1.. Tell stories simply, without too many statistics and technical lingo.

2. Make use of sound effects, music, and several interesting VOICE'S instead

of it single commentator to help dramatize your story.
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3. Dramatise the facts to be presented, This is good shosmanknip regardless

of the medium utilised.

I. Use human interest. It's always a destrsble ingre44ent in telling yie.r

stor).

5. G.tve students an opportunity to perticipate in radio brosdiasting. Make

it an educational activity which is part of the classroom work.

0. Attract audience attention immedisteli. It's mighty easy to reach out

and twist the dial. Audiences chase! sway from a station by your

introduction may not come back for hours, lowering the ktatoq's rating

and your chance fur a return engagement.

POINTERS PDX SPEECH MAKERS

1. Be direct end straightforward, Have something to say and say it.

2. Put jfur audience at ease by being at ease yourself. Look at your

audiences;, avoid random movements, converse with the audience.

3. Know what you are talking about and speak as an authority. When

you talk to a group impress upon yourself the fact that you *POI more

about the subject than the group to whom you are talking and you sill sound

convincing.

4. Concentrate oil communicating the idea and ideals behind your program to

your listeners.

5. Speak clearly in language nn a plane with your listeners. Simple English

is easier to listen to than involved sentence. and long words.

6. Keep personal references, honors. accomplishments out of your speech as

moils as possible.
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7. *lake an imtline whicti ca ease to follow--de velum a few key points and back

'each with facts and illustrations.

N. Have agood beginning, and -end to your speech. Even it you -ad lab." tt is

best to prepare these parts so you know when to stop as well as how to

start.

9. Oct the audience's attention with an anecdote, story, joke, or quotation

about your program, (It may be useful to try out the story on a few of

your friends to test their reaction.) Be sure that the joke actually

introduces your subject.

10. Since the previous speaker may have most of your ammunition, you had butler

take along a little extra to use in an emergency.

11. Prove your point with human illustrations that tell your story. Translate

figures into human terms.

12. Everybody likes a good success story and case histories of out-standing

students and graduates arc sure-fire speech material.

13. Find out ahead of time all you can about the group to whom you are to

speak so you can aim your words at their specific interests and current

needs. Link your Distributive Education program to your listeners' daily

lives and show its'importance to them.

14. Write a new speech or rework an old one carefully for each occasion. This

procedure will assure the fresh approach which makes a speaker popular.

15. Keep a file of materials, ideas, random thoughts, unusual happenings, good

stories, news clippings, and the like. These can be used in preparing a

speech.

16. Ask the audience to do something: read the school's handbook, visit your

class, attend the school's Open House, or tell others about the Distributive

Education program.
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17. Don't talk too long.

ORGANIZING THE ANNUAL BANQUET

I, Involve students in all phases of the planning and handling ol the e,aqn

11111k!..- rang(' 111 nn fur Imam tog t he %%mina I ',anion. .

Keep the superintendent, principal, and other school nut herd les informed

as to all plans for the banquet.

4. Have attractive and appropriate invitations. Send them well in advance

of the dale of the banquet.

5. Plan decorations that students can make.

6. Arrange for a welcome committee.

7. Plan entertainment or tour of vocational departments for early arrivals.

M. Use name tags to help guests get acquainted,

9. Have the department open before and after the banquet if it is held in the

school,

10, Plan a varied program that moves fast. Set a time limit.

11. Plan for a "stretcher" or "relaxer" during the program.

12. Keep a file of banquet programs, mqnus, and decorations used. Keep a lilt,

of banquet ideas for the future.

12. Publicize the banquet before and after. Take pictures during the hanquei

(See DECA Advigor's Guide for additional infnrmation)

HELPS FOR HOLDING OPEN HOUSE

1, Set the time for the convenience of your public, not the staff. Plan ahead

and do not conflict with another important community activity.

2. Assign students as well as faculty to the planning rommittees.

- li7



:1. Include important facts about the vocational program in the invitaiions.

Appoint student and facolt, guides to show vAsttor's around classrooms and

shops.

S. Sot up displays showing student's work in strategic locations.

ti 6ite is priies made by sindenis or donated by industry.

7. Present student-made school soutenirs (ash trays, paper weights, memo pads)

to all guests.

S. Let the home economics department prupare andior serve refreshmertis.

b. Invite the press to attend and make special arrangements fur guides for

reporters and photographers.

10. 11 you plan a program, keep it short so there will be time for all to visit

the shops and classrooms.

11. Arrange for registration to check number in attendance and to build op

mailing lists.

MAKE YOUR EXHIBIT INTERESTING

1. Use photographs showing activities of your program, students at work,

prbjects made.

2. Displays objects: projects made by pupils, equipment used, models.

3. Use movement to gain attention: have students in action, a movie projec-

tor, equipment in operation.

d. Don't use many statisticsmake comparisons by graphs or pictures.

G. Combine many techniquescolor, action, photographsbut keep the display

Free of too much detail which discourages people From looking and under-

standing.
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6. Keep it simple, direct, unChuttered. Avoid attempting to shot too much.

7. Include concise descriptive placards at eye level and large enough for

easy rending.



RATE YOUR PUBLIC RELATIONS

So that you can Lake an inventory of accomplishments and progress in

yoar public relations activities, here is a checklist o necessary contacts

for \;ocitiooal education personnel. FilI in your special publics at the

bottom, so that. the list fits your mat,particular situation, and rate

yourself periodically.

DATE

CJNTACTS Ex,ellenr. Good Impr3v.. Racellent Good inprm Excellent Gaud ImDrove

3t1dor.tr.

alazill

v,,Ibt. el.tts

pellw TZ;AC.:Aan;

21:41.0L. P',7:fnn,11

EIU/Jr7in.r3

410414jtreit,:.1

Board of Edu.itloa

Eduontlenal

Avoolatlow
Pat1ntz . .

Clrla 0:',4n:

Sonia? and

Fraternal Grottos

Women's Chita

Scl-vice Clubs

Chanbevo of

Commer.:e

Farm Associations

Trade Assocations

Labor,

organizat:ons

Blnlo7nont

6gomdos
ausinlsomoula

nrivtatations

Mor,:h.thtcl .;zonos

Ronanrers
Adr!r.-ry Coarittaur.

Fuicr..I AE,:.ncles

:.,girlatord

2::.tz College''

and 11-1rrrsitles

Wewenln,Jr Staff

Radio knd TV

Statto% St',ff

Mi. azl:ee Reiltore

Ot:4:. s>ldial

Pubilc4,

-GU"



CAIAI,T ER XI

DISTRIBUTIVE EDUCATION CLUBS OF AMERICA

INTRODUCTION

The Distributive Education Clubs of America, or "DECAL' as it is commonly

known, is the national organization to which all distributive education students

may belong. The identifying letters of DECA refer to the title, Distributive

Education Clubs of America. This organization identifies the program of vouth

activities relating to the study of distribution. The theme, "Developing

Future Leaders for Marketing and Distribution," is derived from the activities

in which members may participate.

DECA is the only youth organization operating in the public schools to

allow participation for those who have selected a career in the

field of marketing and management.

DECA offers an opportunity for the development of leadership, an oppor-

tunity to establish a respect for education in a free economic system, voca-

tional understanding, and social intelligence.

The youth organization (DECA) is student centered acid is run for the

students by the students, and for the students' improvement. DECA is an

integrated part of the classroom instruction. All activities conducted under

the emphasis of DECA should be inductive and educationally sound.

Each student enrolled should be encouraged to become an active member of

the organization and by doing so, mahe a contribution to both the organization

and to himself.
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MCA seus to achieve its purposes by cresting interest in all phases of

marketing And dtsiributton slody, and serving 411 en avenue of csprvssoon 'toy

unditi4nAi iAlent. History has proven that whenever a nation's channels 40

distribution fait tounction, that nation is short - lived. As DMA aticiwis

more of our nation's youth 10 study marketing and -distribution, the total

D. E. program iwcoinus a 'vital necessity 4o out' national security.

Each local chapter is the "show window" fur student achievements and pro-

gress in acquiring lob iompetencies for successful careers in the field of

distribution.

THE HISTORY OF DISTRIBUTIVE EDUCATION CLUBS OF AMERICA

During the period of 1937-42, the distributive education members in

iwan ail:nulls organized 044a. The common interests of these students was a

widespread formatiol of local clubs. Various names for the clubs were adopted:

"Future Retatlers," "Future Dostributors." "Future Merchants," and "Distribu-

tive Education Clubs.'

Between 1941 and 1944 a few states held statewide meetings of distribull

education clubs and by 1945, several states had organized state clubs and MI.1e

holding state conferences. About the same time, plimis were being made In hold

national conferences. In 1946, the United States Office of t,dovaliOn

a representative committee of State Supervisors of Distributive Education to

meet in Washington, B. C, with representatives from the United States Office of

Education to develop further plans for the national organization and to prepare

a lentivtive constatu:ion.

The National Organization wet initiated in Bemphis, Tennessee, in April
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1947, at the first interstate conti.rence of distributive education clubs. AI

this meeting, delegates from twelve states unanimously adopted a resolution

to form a national organization. We are proud that Kentucky was among the

twelve.

the second Nalional Leadership Conerence, held in 140411b, Missouri lit

1P4S. saw an adoption 01 the ionstitution and the olIieial HUMP, The Distrlha-

ilia. Education Clubs 01 Amen, a, dsignated DMA, and the acceptance of 17

charter member states. These were: Arkansas, Georgia, Indiana, Kansas,

Kentucky, Louisiana, Michigan. Missouri, No ?th Carolina, Ohio, Oklahoma, Soon

Carolina, Tennessee, Texas, Utah, tirginia, and Washington. Continued luter-

est caused a rapid growth as stale by state joined this youth organization.

DECA now has a 49-state membership plus Puerto Rico.

HISTORY OF KENTUCKY DECA

As mentioned above, one of the organizations that preceded DECA in con-

junction with distributive education in Kentucky was The Kentucky Future Re-

tailers Association. This organization came into being in 1943 and held its

first stale convention al the University of Kentucky College 01 Education in

Lexington on April 26 -27, 1944. The first president of the organization was

Mary Elizabeth Moore of Dixie Heights High School in Covington, Kentucky.

The organization appears to have been quite active during the remaining

years of the 1940's and early 50's and was not entirely replaced by the for-

mation of DECA in 1948. Schools mentioned prominently in write-ups and news-

paper publicity include those from Louisville, Lexington, Ashland, Corbin,

Middlesboro, and Maysville. The individual providing most of the impetus to

this movement was Dr. W. Maurice Raker, of the University of Kentucky, who
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vontinoed through many vears in the capacity of state advisor.

The crowth of MCA Clnbs in Kentucky 'has closely paralleled the growth

.0 elitetributlie educatiett lowrams offered In Kentucky High Schools. As 4ot

111, Last nvitglol ua . 196M-69, tere were in kentncky 52 chapltrs in 47

schools, cpcsent4ng approximately 1300 member.t.

OBJECTIVES Of DKCA

1. To develop leadership in the field ol marketing and distribution.

2. To develop a sense of individual responsibility.

3. To provide opportunities for intelligent career k4loice in the field of

marketing and distribution.

4. To allow practical application of the principles of marketing and distri-

bution through competitive actiiiiies.

5. To encourage use ol ethical practices to business.

b. To provide for mental and physical health through club activities is

reflective in the personality and physical qualities which permit personnel

on marketing and distribution to funitinn effectively.

7. To create and nurture an Understanding of our free, competitive enterprise

system.

8. To develop an appreciation of civic and social obligations of those engaged

in distribution and marketing.

t4. To serve as a means of interpreting the instructional program In business-

men, facnity, parents and Silber students.

10. To allow opportunity to appreciate and implement the obligations at

citizenship.
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hECA MOTTO

The motto is very appropriate for the Kentucky Association of I)ECA. Ii is

a constant reminder that one mast oequire knowledge and skill in order to 11.

"power." Only the unprepared .ire weak and will therefore, "fret cohtinuousk.'

The motto is as follows:

"Power Works With Ease--Weakness Frets Continuously."

DECA COLORS

The colors of this organization are blue and gold. Blue is the color

which suggests sincerity and genuineness. It is the color of the heavens abo

US.

Gold to us suggests the crowning success which comes to one who lives us,

fully and wisely. We are all seekers after success, not only hecain-w 01 Ihc

wealth it brings, but because of the satisfaction which attends it. It is

good for a man to know that he has done well.
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*I BELIEVE IN THE FUTURE WHIO4 I AM mamma FOR
MYSELF IN THE FIELD OF DISTRIOUTIOPL AND IN THE

OPPORTUNITIES WHICH MY VOCATION OFFERS.

* * I BELIEVE IN FULFILLING THE HIGHEST MEASURE OF
SERVICE TO MY VOCATION, MY FELLOW BEINGS, MY

COUNTRY AND MY GOD THAT BY SO Dom. II WILL BE REWARDED
WITH PERSONAL SATISFACTION AND MATERIAL WEALTH.

* s * I BELIEVE IN THE DEMOCRATIC PHILOSOPHIES OF
PRIVATE ENTERPRISE AND cOMPETITION.AND IN THE FREEDOMS

OF THIS NATION THAT THESE PH ItOSOPHINI ALLOW FOR THE
FULLEST DEVELOPMENT OF MY INDIVIDUAL mums.

* I BELIEVE THAT BY DOING MY NEST ID LIVE ACCORDING
TO THESE HIGH PRINCIPLEL I WILL BE OF GREATER SERVICE

ROTH TO MYSELF AND TO MANKIND.
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CHAPTER ACTIVITIES AND PROJECTS

Chapter activities and projects may be classified into five broad areas.

Professional, Financial, Civic, Service, and Social. These projects should

provide an opportunity fur.

The development of a spirit ol cooperation

An understanding of competition

A recognition of social values

An ability to communicate

Individual recognition

The responsibility of leadership and friendship

Any club activity developed should he based upon the needs of its members and

the local situation. The success ol any DECA chapter activity is to "Plan

your work--then work your plan."

SUGGESTED IDEAS FOR DECA CLUB ACTIVITIES

1. Offer your talents to civic clubs Contact each civic club program chair-

man to exrlain the DECA story and its role in your community and school.

Show film, "Tell It Like It Is."

2. Hold an Employer-Employee Banquet where club members honor employers as

guests and present them with Appreciation Awards.

3. Select a DECA Mother of the Year for the mother of your community who has

contributed most to the social activities of your club. Award a certifi-

cate of appreciation.

4. Select a DECA Training Sponsor of the Year for the merchant of your commun-

ity who has contributed most to your claSs-club activity. Award a certi-

ficate or gift as a token of your appreciation.
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Send Christmas cards to the traintng station sponsors.

6. Try a Communtly fletterseut Project. Your club mat piriialIi itdopi A 4WWiN

4aMilli and Sind sources for assistance 10 them.

7. Adopt Sound !'rind-Itaising Prolv;Is 1.. allow your club an adequate operoin,

budget.

Try an Annual Selakil Detliernmni Protoct *itch As Pnitit-'01 1"41,."

an open house for parents of DUCA club members, an open house for talislit

members, an assembly skit, and many others,

9. Subscribe to DISTRIMUTOR for training sponsors to help build goodwill 6n4

keep those sponsors informed of their company's participation to the

national and state club program.

10. Have DUCA Day in your local community. Merchants are proud In have students

'take over" their Usitvoss fur a 4SY,

11. Use Students for Programs. This is excellent training and gives good

leadership esperiencei

12. Use Door Prizes to stimulate club attendance and promptness at meetings.

ij. 'Ilse Leadership Conference for all saiool club officers. sparked by DLCA Club

leadership. This gives each officer a chance to share duties of his ill iii'

4.41h ollwroffjeers. II 41; an excellent school leadership project.

14. Encourage the Use of Club insignia. This Includes the searing of the club

jewelry and uniforms plus proper usage of the club emblem in training

stations, school displays, etc.

15. Try Publishing a Newsletter. it mily be carte 4T two nimeogrAptted pages monthly

or each semester for distribution to all interested persons. including
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16. Build a Club Library on methods, projects, and ideas of good club operai,o,.

This could include materials on any youth organization.

17. Go on Field Trips. This is learning on the scene.

18. Sponsor a Gift Wrapping Class open to the public to promote the latest iittt

wrapping fashions.

19. Sponsor Coke and Chip Get-Togetners. This is a wonderful chance for Ivkluu-

ship for club members before or after school or during breaks,

DECA CHAPTER PROGRAM OF WORK

The moment a boy or girl is accepted for enrollment in the distribut tic

education program, he or she becomes a candidate for membership in the IhNifl-

butive Education Clubs of America (DECA). This point should be made clear to

the prospective D. E. student. It is said to be co-curricular. DECA is nto

an extra-curricular activity.

The manner Ln which a DECA chapter is organized and administered will

determine its success. It Is highly assential that each local chapter havt

program of work that is functional. This plan most be developed by the member: -

of the DECA Chapter under the guidance of the local chapter officers. The plan

should be well balanced. Different types of activities should he provided- -

social, civic, benevolent, fund raising, and professional. It is easy to follow

the path of least resistance and allow a DECA chapter to drift into a series 01

projects which over-emphasize any one of these activities. A "project budget'

should be prepared. Social affairs should be weighed against business projects,

civic activities against educational activities, recreation against work, until

the program for the year is not only in conformity with the objectives 01 the

DECA chapter, but can be expressed to make the maximum contribution to its

members.
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A suggested format for a chapter program of work is given below:

STEPS IN BEGINNING A 11ECA Clop EH

1. Mahe every effort to get started as early as possible.

2. Consult the coordinator - advisor on local schoorrules and regulations

governing clubs. The advisor will undoubtedly have obtained this informa-

tion from the principal and vocational supervisor as Soon as the rucpw'st

for a DECA club has been made.

3. Order Official Handbook from National DECA Headquarters, 2C0 Park

Falls Church, Virginia-22046. The price is $2,60. This will answer many

questions for students and advisors..

. During a regular t:lass period, appoint a student committee 01 not more

than five to study all distributive education club material available and

rvporl tu the lass at a later date as to how a DECA chapter should he

organized for the benefit of till distributive education students. The

coordinator Should serve as the advisor to this committee.

5. Establish a relationship with all potential club members for the purposes of

developing intent of the club. (Sources of-information include: existing

clubs nearby; materials available from Nationi;1. MCA, 'such, as the Pamphlet,

"DECA, What It Is, What It Does;" the Official Handbook, Chapter Activities

Packet, DECA Week Kit Publicity Guide,. and other items from the-Stateffopartment

of Education Distributive Education Unit; and the U.S. DepartMent or Health

Edbcatidn 'and Welfare, Values in Club Programs," available

from the Superintendent of Documents, .U.S. Government Printing Office;

Washington, D. C. 2C402, price 156.)



6. Set a time and place for DECA meetings. Sce.that all potential members are

1

7. First Meeting: Have the student committee report its recommendations to

distributive education class. Elect temporary officers: President. Vie-

President, Secretary, Treasurer, Reporter and Parliamentarian. Have

temporary President appoint a constitution committee.to study National und

State Constitution and draw up the local chapter's constitution, using

them in principle. (See sample constitution and club organization chart

on the following pages.)

S. Second Meeting: Further orientation to club operation. Election of

officers (it might be wise to permit nominations from the.floor in addition

to the slate presented by the nominating committee and fill the offices, one

office at a time, thus making those who might ,lose,'eligible for a lower

office; The size of your group will dictate the number of officers that .vou

desire to select. Usually six.)

Establish committees and committee chairmen. Discuss future events and other

appropriate information together with planning. Have constitution

committee report on chapter constitution and adopt, if possible. Have

activities committee report on activities planned for the semester. Have

treasurer collect dues. Have general chapter discussion to answer questions.

. Set a time and place for the next meeting.

9. 'Within the week after the organizational meeting, the newly elected officers

should hold an extensive planning session with the coordinator for the pur-

pose of "grooming" each officer'on his or her responsibilities' in regard to

the fact that this is the ntudents' organization and it will only accomplish
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what they as officers lead it to do. You should also begin the development

of a plan of a program of work for the entire year at this meeting. Have all

of the committees meet and develop a tentative plan of activities in their

area for the year. The officers and committee chairmen should meet together

to develop the yearly plan of activities. Submit the rough draft of the

yearly plan of activities to the club members and to the school administra-

tion for reaction.

Third Meeting: Settle on a plan of activities for the year and set about

to accomplish them. (Note: A yearly plan of activities should be flexible

e:iough to provide for special items and circumstances that might arise.)

Have secretary inform State Director and State DECA Advisor of the formatior

of the club. Have secretary request charter from State DECA Advisor,

11. Future Meeting: Follow through withiplanning calendar as nearly as poss.hie.

Plan to take an active part in the State Association.

12. Ask the State DECA Advisor or DECA National Headquarters for any service or

assistance available. They are always willing to help.

REGIONAL DECA ORGANIZATION

Kentucky is divided into four DECA regions following the same regions as

KADET. These regions also combine various vocational regions to make adminis-

tration and coordination of distributive education activities much easier.

All participants in the State Leadership Conference must first display

their capabilities in the Regional Conferences.

For additional information concerning the regional activities, consult the

Ihformation Kit for Regional and State Leadership Conferences.
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C111/1TEU XII

THE FOLLOW-UP'STUDY

On the last page of this chapter is contained a sample of the Kentucky

State Form VE-D.E.-5, which is to be submitted to the State Department in the

fall of each year. The exact date will be included on a schedule of events

to be published by the Division of Distributive Education. Data to be compiled

and entered on this form, for the previous year graduates, may be secured

in several different ways. Regardless of the manner employed by the coordinator,

he should encourage the student throughout the entire program to be ooperntive

in "keeping in touch" and receptive and responsive to any inquiries on job

'status after graduation. Establishing the proper rapport will insure more

complete and honest participation in the surveys proposed.

Study the self-explanatory state form included at the end of this chapter

to determine the facts that must be secured from the graduate so that you

may plan the type of survey you will use. The extensiveness of your survey

will be determined-by what you hope to evaluate or identify. Consideration

of the following suggestions may help in planning, organizing, and adminis-

tering a follow-up study. Keep in mind that the coordinator will submit not

only the annual follow-up form pictured at the end of this chapter, but also a

five-year study. A form for this is to be devised by the State Department of
1

Education sometime in the future.

I. The purpose-of a follow-up study

I. Determine the occupational status of graduates
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Determine thu nature 4,1 the graduates' ocupatmtns

hukc mine tits feetli. nuss of the cwratnal,r'S rt.,

I. Meturmitic the writ of school equipment and tat

the rllrrt of wort: CNDI'r 1.t1I

Ihiermine elLectivenes, of total program

PInnutng th, stud!'

1. Establish the purpose of the Study

lin,% the community

Customs and habits

b. AttItudes

Ec,nomy

3. Assistance with planning

a. Administrators

b. Counselors

Fullos, teachers

d. Students

c. Community agencies

f. Mumbers of community

4. subiuts to be surveyed

a. Mille, fumsle, or 11(alt

I. Attending college

2. Planning col loge

3. High school terminal

4, Any combination, or all

5. Maintain student records

a. Accurate
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b. Up-in-date

Comprehensive

III. Organization and construction of the survey

1. Questions and statements should be meaningful

2. Maintain continuity

3. Maintain brevity

. Maintain clarity

5. Devise questions and statements so that survey is easy to complete

6. Avoid being personal

7, Encourage participation in study

8. Make provisions for keeping address and other pertinent data current

IV. Administering the study

1. Form to be used

. a. Post card fold with stamp and address on half to be returned

b. Letter, to include survey form and stamped self-addressed envelope

c. Phone call

d. Personal interview

2. Personnel to assist

a. Coordinator

b. Administrators

c. Counselors

d. Central office personnel

e. Clerical staff of school

f. Students

3. Frequency of collecting data

a. At least once a year for those students newly graduated

b. Every 12 to 24 months for those graduated 3 to 6 years
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V. Uses of the follow-up study

1. For required State forms

2. Refine teaching methods

3. Refine course content

I. Refine physical facilities and equipment

5. To assist in promotion of program
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INSTRUCTIONS

This report is due November 1 and should show the.slatIO. of respondents as
of the work week ended nearest October 15 of the current calendar year. This

form is concerned with n follow-up of students who completed a secondary or
posi-seeondarY program during-the fiscal year. just completed, Cu nipIi i I and

Mit A separate form for each .level reported (if you have both. secondary :Ind
secOndary programs.)

Line 7 is the 111W. .thlit will he used by'distributive education. You will

that 'nil the other lines hnve been X'd to prevent reporting errors. 11""A.

IS on explanation of each,of the colanins. READ CAREFULLY BEFORE ATTallqING TO
PREPARE YOUR FOLLOW -UP REPORT.

Column 2 - Completions - This column indicates the number .1' students
successfully completed the required course of study in distribution and marketing,
whether.they graduated from school-or not. This 'column haS been inserted for
by the Division of Distributive Education from the records you submitted at the

end of the school-year, DO NOT CHANGE THIS FIGURE, unless you give an ex-pinna--
tion fir the change. .

Column 3 Status Unknown - Report- any students who could not he loc:Llcd.
This number-should be- very small, if- you, have developed- and implemented a good

follow-up system in your program:
Column 4 - Enter. the total number of students known to be not. available for

placement i.e., the students who entered the Armed-Forces; who con' inued their
education 'at a higher level; and those not available- due _to death,,illness,. or
by choice.

Column 5-Break out from Column 4,. the total number ofthose students svht;
are known to. be continuing their education or training at a higher level.

Column O - Enter the total number of students known to have .becn available
:for placement,

Column. 7- Enter-the total number of students known to have been emplo!.'ed
full time to the field for which they were-trained 6r/a closely related fieid.
Full-time employment means working the numberof hours per week considered
normal.for'that partjcularoccupation... _77;

.

Column. 8- Enter 'total number or students .who are known to have been
available for-employment .and.Were year unemployed on October 15'of the current

, year .

. Cheek: ColuMn.-2 less.Columns 3' and 4 must equal Column

For additional information and assistance, Contact your coordinators of
:reimbursed programs

Return this form to your reimbursed or direct coordinator' by NoVember 1,
1970.



CHAPTER X':I

REPCRTS AND FECCRDS

State Reports

Eniol.ment and Termination Files (VE -'S -1)

Distributive education maintains a data bank on all enrollees. Input for

this data bank is re:eived through enrollment and termination files on each

student. Shortly after the beginning of the school term, you will receive

inlficient copies from your reimbursed coordinator for your program A sample

of this rnport is included as Figure ;

*:wily Schedule (VE-DE-2)

'our program is classified as a vocational unit under the Minimum Founda-

tion Program. In order that proper curtification can be made for your program

'o 'he Division of Finance, a Daily Schedule must be filed in the State Office

by October 15. This Daily Schedule (VE-DE-2) is attached as Figure II.

;ollo4,-up Report (VE-DE-5)

The need for conducting periodic. follow -up of students in your program

was stressed in Chapter XII.

The State Plan for Vocational Education states that an annual follow-up

must bt. made of the students who graduate from your program. The proper form

with instructions is given in Chapter XII.
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Monly rravel Report IVE-103)

The monthly Report of Reimbursable Travel IVE7103) serves two purposes..

Claim for reimbursement of approvable travel expenditures.

b. tally report of teacher- coordinator activities.

t is oxtrnmely important that this document be brought up to date daily,

,buther approvable travel was made or not:. See Figure III for a sample and

instruction sheet.

1:.,cal Program Plan and Budgets

An annual program plan must be submitted each spring by each school

. conducting 3 distributive education program. This plan outlines your current

status; ehort.-range objectives, and long-range objectives. Based on this

progiim.plan a budget is'prepared to implement the plans for the forthcoming

yea:-. The format for use in submitting the program plan and budget

is given as Figures IV and V.

LOCALKE::JRDB

There will be many local records that the teacher-coordinator will find

ssential in conducting an effective distributive educatjon program. The

foflo...ing records are basic ti the operation of any distributive education

program.

Application for. Enrollment

'All frethmen students who plan to enroll in D. E. I .in the sophomore

year should'complote an Application for Enrollment, . Teacher-coordinators

should be very active in the guidance process. It is essential, therefore.

the:. ,enrollment data be'gathered at 1he end of the freshman year

gives a sample Application.forjnroalment.



studcnt must bp se...ured and kept.up to date ezti year.

cictate the kinds of information you milst secure on eanh

;tu:qtro. The sampIP resume giv,.n in Figuie Vit has been used by many distrib-

utlye- niti:ato7n

Dit:tribuCive Eductiion course of-Study

7'4.7t; in di...,:ributivs education who has made a caie.r :hoice will

pur,mtag a course of sudy that wil assist him in reaching bra 1::upa'Aoa:,1

obje:tive. It is -Iss'ential, thi,refot-,,.7that you maintain an outline of each

stu.l.ent's courso of study. The outline given in Figure v1:! be used for

this purpose..

UarlyJaass Schedule

Many times it is necessary to locate :student's dur'ing the day, A class

schedule:should be secured each year fromevery student enrolled in distribu-

live ,ducation. Figure. IX may be uswi for this purpose..

cer-Too rdinacot's

Some almanistrators do not Und,-ttaad the need for supervisory time.

'hose misprderstanpings generally arie because the teacher- coordinator

to rommunrcate with their supervisors on out-of-class, activities, It

Is highly i emmended that you 'preSetit a weekly schedule ofd activities to your

principal showing your planned visits to "employers downtrin,

;chec'ule t conferences with students You can rest assured that your

rpal will not be requesting you toserve as a substitute

hili dir4:tor,

teacher. study

etc; if he knows have a compact, well-planned weekly plan

Figure X is a r,tommrded form to-be used for this purpose:__



SCOWL NAME

INSTRUCTIONAL MIONLAM SAIQ

TEACUP'S SASS

UNTIOCICT STATUDEPARTNINT OF OUCATION
BUREAU OP VOCATIONAL VUDGATION
. SUPPORTING SCIIVICCS

STUDENT ENROLLMENT, AND TIRMlNAlION DATA-FORM VE-SS-5

'MURAL INITRUCTIoNi
PON COMPLETION EMU/1Y.. AND
TERMINATION DATA PORK Vf-S5.5

aotoo.. of /0r. Form Ol-bb-1 Is In cntlect enrollment rod trm...tion dote to ha rue in teporting to the O. S. Office
of Unroll., I.. prv1.10 int Inc dale .od Information tilted ci th Superint.nd.nt or Public ',Erfurt the Aliielnt thiprint.n4Innt

to charer opyomnifoo. the Kentucky State Oa6rd of Educ.lon. the ..ntocby ...ctton. Education Advinory Council. end
state and loc. anco.ir.
Ibusfulliont do.. systrm is .1...nod to provide basic del. end Information Th. r.l.ted to the need. of Kantocky yoc.tional

...kotion ryilostion u4p....

Wilco Should VOrin be Comolr tro .1 studnt ar required to provide rntollal.nt data on form VE-SSS, (I) the first time they
roll in on trtst I tul ,on. th...t Ion program , 121 .ch the N.enroll in n thatitut Inn following In official

tetmlostIon, Dir 1, should be complited a. part of ihe oiticioi enrollment procedure. Student rnrolling in vocetion. .
education orogrampft. the of....l rhool enrollment, derillna should complete the form se soon ti poselble,ofter enrolling,

. .

Whet Otepn.ttlon to MIMI of the ror. - Ch. complAtOd enrollment loran Should be checked for accuracy by the ...het and fotw.rded
to the school ode In. .r sin Ihrn forwards it to nM ...a vocational school supeiintnodent or his d.ign... The ant. school

vtti preform a pre-had. .to All form. tobr they Sr. correct end' fctrontd the forme to the Bureau of Vocational Education in

flanb t.. tit thr lOth of mach month. In performing this pr.-audit function, the toschet and r.. school Should gine spec..

e ttancton to, it folln.ng item.

I. Soele 1 grout") Nhhwb.s the Iona cunt b pro MMMMMM Without Ilelr 101 21051 It, nUNII0er
2. Zlh Code ".

1. Instruct.nmal otuares c.d.

faorfri hfsh.rhnot code 'where appll.oblr

ffigh .elmof of vorat.unit .choral cod.

Ir t ly .40 fool Chili 'Otto. kite/ b. cotoptutly and CCurel el, fill.. in It they become t h bald. tot luny rports .

Won IM- Onion ,5ocoodary. poet adult pteporatoey and dwlt supplementary ntudnnts should oomph.. pages

find.; rea, of this fore in tevrvd for ten... Ion data p., tat/nine to Omit topplernt.y StUdent 0111,. ant should b.

eplet rd hr tin. teacher; Prin,,44I or. ...So, nils the adult supplants..., enure. has bran, completed.

liv dons d., the lot. will be to...rod to magnet/crapo to prowl dm a coPpotnv ...Mot on sash student. Thar. will b. provielan

topoodatinit thr information end airs termln.tion of emconde.y; pool' aecnndary *hi adult prpar.tory ptudente. Theme printout, will

tolo.O.Ard to 1hr chools monthly.. .

As 4n .4 t..tur 144,1 and teacher. In cawp1111111 this questionunire, there ham been puipated en ineCruction boob!. or t41044Orr

ohs. I. Lona Ir. In 141

l
7. .Gooniy .nd ...on Chdr. elphshet..

...non hy se...school and ...net. centera alphOrtIcal

4 Arra echo.. and.entenelon <Inter. .lphab.rical

b. :Atm of Kentucky nhowlna ti taginne
.7. Ocrupstionsi Progtam Code.

loot uc I tonal Program (coot )

9. Migh.nclow.1 and yoretlon. mho. tadas by ...pion,' -county. and achol.
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II addle. to Rhval hoot., Al 1,14.tsI VeIlvery, prin, the words (abbreviate
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. '..Adhlt heperetere 4..1 .1.1MIN oludy/..

2.S.cendety I, .1d,;11 Popplementery (Nett-alma erodit'
.. 1-Eit. E....M...0..1,11V ' -.- .,....,'KT.10.(enirollrn lie Item Men. 10,0100/
'4'ePooltdreond..

17 NOTE., if student to VnIA1041. in in adult program in Intilroted in tied 12 above, omit Item 1).

II* STODEN1'S'EtliCATIORA1. CiAl....indicetethe student'. oduistionol gool.by.enterlas the ad...Triodecode irom Ili list bolo, The di.Went should select the .duel lanai $ ".l that beet idootitiee

*(omplitie 'I rotate Jo' high school

:I-Continue ede..loo to o no.thoeloh trolni
-. 4-Enter dilirecy oorvice : . ..

.

.

,

5.,Centino plod), In vrict. lorilletichalc1 . trod. Of Itoottne Vitro:II
: .. h,Aitend comunite college ''(?,year proNCAN)

-. :
. -",.'

.7-Comiplote.coll.g. to, dochelm's Dews ,
.. .

.
.8.Stody'beyond Recheloi!e. Pear.

14. ...ore ENROLLED IN TRES pCCUPATIONAr PROCAAN.Print In theepose provided. tiee death end peer the
oludent enrolled in this occupetional 'dragnet., MIS Ilk= IS TUE (Alt nEpsouia to Thu CCCUPA.

.SPECIAL NOTE:
The *ludo/ale anrC.41.1 In rbleOccUpolloael Wpm. before Om dot. of eulalttInd tht

-Information ithottld'eocutd the dot. rhea nreillod in thi °Caspar IchtI proems far, In. nosy rm.
This could he three or four years-prior to the proud

.

Pate tarellei
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r

Peg. 3

0.'11.0.1r InnAl. rino.OAntileri the rode numbrt from the Ile! below the[ pectli the
,11111, Il 01111, the I ...lent 1. enrolled and record It In the psce provided.

11111011.w11 09.110. Etoonsle EOUCation
and nth!. f.dost Ion 16- Technical Ephp.tip.

110.111.i r I Iwo ivy Idut.t 1on 10-Trade and IndoetriI Education
nocupnt ions IdocI. an 91- Pre -Vocal Ione%

98-SpeCitll VortIonI Education
eet locpPAIIONAL riti./GIO11- the tenet h this occupt tonal program In hours. The length

n i this occurlinnl. proven should he ,tonvertO from semestre. Nonth, weke at dy to
11.11,01, IlIb110011011.

IKAPPII A 'nut v.., orrupet innal proper.. 120 dep. each yeit I hour Class period each day i
I inbnin 11, tenet!. MIS Ileore should Indlcte the total hour. Pi inetruct ion,

.neleulia lalowne, 010,0. and i her instruction by the teechr. The length of en occupet tonalsewer., t the !tante 01 1111016 In inis pecIlic 00001 and doe. not tiskr to the length of
]110,/1.110 111., n "111111110,1 iron the ttlgh school. through the get...ion center or re vocal tonal

Ir. MAW 1.1' Ittiencl !Mkt iiVIRAM 100111151:1---14 Int atop left to rtthe, the name of the /net tocrinnel
o loraw Yr, which you r enrol ling. The InstroctlenI Prolate. IC...) ry be Ie1I'd
Nee the ie.', ia el, ,oat TUC[ Ion hno,11 teer blank between horde.

It. WI 100,01.111 IN MIS 1161aucilamAl iC00110-.-print mouth and year the tudent
11,14 tntrot !tonal stave. teaur1.

ta=

1.0100111.0.1. 1.,

1E1

in ihr 11110111 Ploralab 100111051 illnIMEN-S. lect Itroe page the Instruction bookItt,
Iwit trultcte thy none ol this Instruct tonal pretrial lcoure).

-1U
lP

15170 in.o. env. I rOor".
Ne111 II ...dent 1 enr,11ed to In dolt progree ee Indicated In Item 12 above, colt Ito. 20.

20.' ISIESEIll mot 01.511 IN 501001.---Select Ire. the liot below, the *estop 00000 code to indicate the
01111entIe IRE1EN1 GRADE LEVEL lM 1111000.

1 -lots nits, toad.
2-Gtdt.
1-Grade 10
4.-0tle II
5Grade 12

t.Ior year 0001 mondary
7-2nd year poet ondry
m.thiert.Specify

11, IA51 GRAM COMPLUED-..7rlect the appropvIele code fro. the liei below to Indicate, the tudnt.e
last geode come Ited belre !men/ling in [hte or/type' ions! prove,

00...1.e than Grade I Oh-Grade h 12.Crsde 12
111 -Grade I 01-Grad 7 I3.!et year tullsge
02 -Clads 2 0d -Crads 5 144nd 'set college
03Grade 3 09 -Grad. 9 II3rd peer enlist
04 -Creel. 4 IOCtdel 10 16.4th peat college
05Crede 5 II -Grade 11 10More then lout 00000 "Mop (ant Nradr

22. NOlte It seudrni It entailed in an duli occupations' protrea ea Ind tttttt In It.. 12 above,
esit eirm 22.

PAKENi alCe 5CMI01---5..eandery students who ere enrolled in en occupational ptogram in an
'center or et, school should provide in toils pec the went lath Ch01 Code. FlSo ,re I pogo. 5.0-7 in the instrurtionel boultiot far tha code'.

. er

21.. 11140 somoi. pp VolUtriONAL SCHOOL CODE..-Slmce flea Mee 5-6.7 In the tmetruction twohlet,
the 11511 toleaul, tun E.ntel, of vacations] school cede mob., that Identifies the school
whrve 11.1, ..rropettonel ornate. is ballet teutht. L

21. snocrws Rts1orml COMM CODE NVNIKR.--Select.the code from page 2 of the Instruction
bookiet which indicates the county In which the lUdent IIYee. otrdooto uor
ham

corn r ode

25 TYPO CImPRIVITY---/red.cate with proper cede. Om rype .commnity whor ttttttt ilmett.

Ilt hare - Papules on ,wee 50,000 - it meet one Centre City
1Sueurten Pnpulat In 2,500 or br Adjacent to cent City
10rhyr urhan - Cities lees than 50,000 end mote than 7.500
4 -Rural Leta then 7.499 ropulotiro roe Cronittr
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State Department of Education VE-DE-2
Bureau of Vocational Education Submit 1 copy

Division of Distributive Education by October
Frankfort, Kentucky

School District

Periods is School Day

DAILY SiliEDULE

DISTRIBUTIVE ELI,LATION TEACHER

19 19

City

Check the in-service teacher education program in which you are engaged:

I
Nine-hour block LI Twenty-four-hour block

1---] Sixteen-hour olock El] Program completed

College you last attended Year Degree Held

Hours above highest degree

Minleom foundutIon rank

Total years teaching
(not including current year)

Total years teaching D.E.
(not including current year)

,,d4 Begin

(time)

End Courses
Grade

Level(s)
10, 11, 12

Enrclirient

M F

1t

2nd

ith
.

ill

_

6th

7th

Nth
A_

Thts is to cert fy that the daily schedule listed above is a true statement of the subj,:eis
taught by with time allotted to each,

Signed
Teacher

Signed

Signed
Principal

Superintendent

NOTE: Fill In the schedule completely. Each period must be accounted for.

Please return this schedule by October 15 to the Regional °coordinator of Reimbursed Programs.
This document serves as a baste for the allocation of a vocational unit to your program.

Figure I;
- 116 -



Figure III

7.

SAMPLE

MONTELY REFrAT CF REIMBURSABLE 7!:,,V 1.

Unn

VOCATI^NAL

August __, 7,. 70, .'7,h, Danville High School

AN: Riucdri.!, Danville Independent

. c. t -ved inl D1-"ricl C. nforonce-

Ann:

ChECF, 4;

Mr:TR:P.7:77"r:

A:.0

HEAL7H

:C

TR .

ER (n, ,

!411_Voc,_onference_
At Conference

Mee..

j..arlr

-- --
_2..25

2.. I .

_
f./..,0

. -

__._.____

1011_

Char,-

f r

___ 1.5.00.

Prel..
1.4.,t

----

.5.0

5Of 8.00
' .00

5..0...0 _

?.00
II . Q_________ ___ _________ .. .

5.o.-,,t a;- (A) 3.25 5....14

__ -

< ...0a 16. CM_

n Connection will I've ram (Su eriini:n, C7.mr.i%tee Meet:n :. Etc.)

28.75.

13,25.

.11.1a
13,90

Lite Prr'n y Place Visited r.arp.oe ,f Trip ,:'

Number

A:le

Char:^

f r

Prkita.

.

i

El

11?t, Time Wan Spew ci :-111,,

ALI_ Stewsrts Advisory Comm. Plan, - , - - :_5_ ..40 _ __10_______51:__
8/7 Grand Hardware 24 -5 29

8/8 Co ellina D.E. Studefts 5 -

5 - - - - __ .-3/9
H:10 . - "

. .

0
.-. . .. "

14 Jake (Yells Home Visit 1 - 7 56 - 56

8/1.4 Harry Olson 1 10 .80 80

8/14 John Fulcrum - - .48 - 1P;

i/14 Ei 1 1- Feldman 1 - - 5 .40
I 4Q_

_3/14 Robert Wells . 1 - 7 .56 56__
8'15 District In-Service Mettirg r -

,

-

3'16 District In-Service i4etting - - - - - ::-____

3 17 McAlpins andent Placement - - LC'. 1-,.Q--

l7 A lk P Student Placement - -

_
J2

__,84.
_96

. _1.4. __
J21__s

8/17 Xroger Placement - 56

.25

ID tLti

3'18
_IlLtudent

Sam Whitaker Vialt
__7_

7 56 36._
Bill Sanders

.j(ome

__l - - 11L____ 80__12.18

8/18 Preparation for Schczol onssling==LIOAmoi-Elgagling
____,

5z21 Teacher Conference - - - - - __
3,122 ,J-311j--C-" Student Placement 1 - - 89

.

- Oil--

-8/23 John Advertising Ser. Student Placement . - -

_1_9
12. .7...----1----96

82:23 Counselling. D.E.
t___1_

-.
_....9..5

_ - _

ia4
.514.11W115-

Adam's Fair Student Placement
--E-_-_:.

1 - - 11 66_ __86__.
3/27 Jill's Apparel ,___ ..___1._..2.7 ....4 .32

_
- 32

8/27 Preparation for Advisow Committee Meeting_____ - - - - .

61'28. Advisory Committee Mce ing - - - - - . - -

1'29 Susan's Pharmacy Interpret t i ng of Program:. - 7 - _- 56---
.-J/30

_

Bill's Advertising Student Placement 1 - -
_a_-_,56

9 72 - 72

'8/31 John Jacobs Home Visit 5 .40 - 40
. sub-totals (8) 142 . 0 0 N. 147 11.76 60. 1236

-/ed by:

Teacher

. Principal

, Superintendent

. Regional Supi:rinlendent
of Vocatimal Education

- 117 - .(For instructf.m, -tee reverse sioe.)

grand T tat (Ala.) $82.36

Pr,par, I.

1 - .14,11411 Fi1nE.

Superintendent mat ::: two
cepies_tc Regional
Superintendent or

Educaticn



INSTRUCTIONS

I. . Vocational fund: rr travel are limited to:

A. A;tending meetings called by the A:sIstInt Superintendent of Vocational Education

his staff.

D. Vinitinr prospective pupils.

C. Supervising vocational students.

D. Attending district conferences and committee meetings.

F. OtrryIng -ut titer activities necessary for developing and promoting the program.

imb.utemnt !or trove! be limited Le the patronage area of the schival., to

lerri-veo cciderences. and to travel previoucty approved by superintendent in cennectl.n

4ttli the piltram. Reimbursement will not be made for travel to state and district KEA

meetings and zither educational meetings'unless all the-teachers in the school receive

reimbursement fir travel to these meetings.

Travel to state meetings and meetings called by the Assistant Superintendent or his staff

:hail indlude transportotion, meals, rom,.liill, ..nd parking charges. Travel shall be

paid Piar actual expense but not to exceed rate of 80 per mile,$116per day fur r0. ,

and per day rogmeals.

Appraved out-of-community travel may include mileage and the cost of meals not to exceed

the rate listed in Item 3.

Other travel includes only mileage at the rate of 80 per mile or public conveyance charges.

O. All travel shall originate from the teacher's headquarters (school) and-return to the

he..tiquariors.

7. A receipt must. be attached to the reports being sent to the Regional Superintendent fcr

elI items of expense amounting to more than $2.

U. Accurate records sheuld be kept daily of any travel which is to be reimbursed.

9. Foue copies of the travel report should be made by the fifth of the month following the

month being reported. One copy_should be placed in the school rile and three copies, sent
to your superintendent. Your superintendent .will keep one copy ror his files and send two

Copies with ri.ceiptc, for items costing more than $2, to the Regional Superintendent of

Vocational Education by the tenth of the month following the month being reported.

10. Travel to conferences shall be reimbursed only when the teacher attends the entire conference.

All. out-or-State travel must have prior written appioval,rof the Assistant Superintendent of

Vocatiailal Educ;t0n,

NOTE; Teachers of agriculture and cooperative coordinators of other services are to use this

form to, account for' each working dayl.s'activity outside the clessroom, Teachers of .

agriculture arc to use of their total travel budget.:except for special called

meetingi,,emistiperliision of vocational



DISTRIBUTIVE EDUCATION PROGRAM PLAN FOR FISCAL YEAR

Appendix L
Part B -ILE.

1. Briefly state the need for a distributive education program in your school.

2. Program Objectives:

a. Specific Objectives for 1970-71

b. Specific Long-range Objectives (1972-75)

3. Projected Curricula

Areas of Instruction

Probable Enrollment No. of
Claeses TeacherSoph. Jr. Sr.

4. Adult Programs

a.

b.

c.

Classes
No. of
Classes

Figur IV

Probable
Enrollment

Probable
Teacher



5. Facil.Atee and Equipment

a. tee your lac.fit.s meet the minimum standards eatabltmhed by the Stat.
Board uf Education? Yes No . if "no." what plans are
being made to bring these up to the standards?

b. Imp your aepartment equipped with the minimum equipment established by
the Stale Board of Education? Yea No . If "No,"
what plans are being made to bring the department up to date?

Wlni amount per sludent does your local board of education provide for
materials and supplies?

6. Uoes your program include a DECA chapter? Yes No . If
"No," do ou plan to implement a chapter? Yea No

I. %Mal plans are being made to serve the disadvantaged students?

M. What plans are being made to serve the handicapped students?

.ti
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111'.4111:1'rHINS 1.4.a Jilt l'AliPtitf PUIWFTS
1'4111 '1)CA'11,INAI. 1014 A l'ION

I row...wet,. lee, 1 i 41111 4 bpi,. ar /h IN. /with. able h.. Lisps hit cacti voi4111.tk Vt:, ?./ W.I. Porn

2. Prepare t of Ian Imago 1431111%; retain Old. (1111 ill IN` M,honl distal t and totward the volgdisl 1'.14' it On
the progiam opplwal ion form to the reimbursed oottlimilor of vocational education.

3. FM' budget purposes, round J11-figures tn the nrawst dollar.

4. Budget itequi,st

a. Check only one block pi the vocal iunal prograri area This into indicalr the source of funds h. be imed to
support the vocal pito: program. If .pedal program or cooperative money is to he used, but the
program ismOirely in one of 14r vorational program :eras, please speedy the program area iii the Special
Prograttli nr Cooperator 111115 k

11. -144tounxre of Funds itrwirklarrl. place Ow Arm 1.1 espenseort the -appropriate 3ine and to I lie
unto opt 1;110 0111111111. Nonow.rixe totals In tl right sube and at thr hotfoot. Each entry on Ihe
of Funds thmwsld must he identified on of the five budget backup sheets.

+. l.ea.e S my of Funds Approved blank. This will he completed by the IliireaU.

Y. Dt.dp;t:

a No. i Adult Ptomains I 14.4y this form only for adult vocational programs. (leek the approid talc
socational program aria. (. ompltt all blanks .vbich mply to the part ular adult u't Atonal pt./gram.

b. No. 2. Personnel Salaries Use this form to 'mitres' personnel salaries in programs other than the
Adult programs. THIS SO1314.1) NOT INCLU'il.: SA' ARIES PAID HY THE FOUNDATION 111(1
GRAM., Cheek the appropriate vocational program area. Supply the informatimt requested on
personnel. Under present policy, this budget backup should only be used for Part /I special
povnins, Part 1). and Part 1:.

c. No. 3 Check the appropriate aural lanai 1::ogralii arra. Up to three teachers Serlit1111;
Sunda Mier the same procievi Area may use Ilds form. Put the totals per teacher at flit bottom of
the page mud the totals tat all h arhers to the sift..

rt. Ni. 4 mg Lepers She his budget back tilt for requesting funds h.' operanog rspew.es
other than I i -r1 4 lit, k II w t"Plitopriate vth,oiolidl woman! ana. Under present operating pollen' r
I his budget 1.... Imp should only br tived fur P..,t 111.p1 sal pogroms. Pail II, mid Pail

e. Nu. 5 Capd.11 Outlay this form to wiriest items of equipmtnt to 14' Willi ilria WM1441111
programs Check the opplopmde vocational sogram area. Leave the eittomus beaded "Action ",
and "Amount Approved" ',Link for use by the lturead

only (how budget hurl:lips which are required he iustify expenditures 4,n the Budget Request
Form. Attach the budget Ir.rkup forms to OH Itudgel Request.



Pudret tequer.t (Revised 41251101
'tear

hAhn 011; LIRTAT:^U.

11:cit,

4:CIoN

',MUCKY DIXARI-M''.7 ;.OUCAT:Gti

_EMISI.AU OF VVC:Ari, :4AL 1-ours7
Frankfort, KeLtlky

Sa...MENCAMMININur 1102/7MMINIMINM.s.

(441.0, A PPROPRIA 1 t Vitt: AT JON AI. PRI it iP AM AR! A Ica,, a role one item)

V1..P3S CCDr

STRI CT ChUS

rrerare P evil) r.r. f,r ^7ch Vocational
irsomart. Area lo each ::c1;0:4

PAN/ It RPM' AR PIKUITI AMS PART -U - ,PI.CIAI PROGRAMS

iitrIcolture . Home Vc.(GaInfal) D Olvademotaned
Ikuunem Wrier Trades IL Industry . Hamlin erred
Platributhe TelutatIon °thee (Specify), 0 Other (siecifeI,
MAMA Occupations 1101.2-1 -71t11116

.1:11====IP

PAR 1 I - CONSOMI.F. C tiOMF MAIN IN:.

FARED - I XEMPI ARY
Esempl uy trot. Program

0 Home Cc. (Ignmemalusg{

FART G COOPFRAI IVE
Coopte Wee Vocational Programs

rikv. PE UFS E U i ll:i Hvdvrt Backunt as rime ea)

:V*F. CF Etirt:prrytHrs
Secondary

costs
Adult
Costs Other

Total
Costs

Kelm .. u, ..1t,ent.

hequested Approved

Full+Tiene Adult Tescherr. LaXXX XXXXXX

art-Titr, Mutt /cache) r XXXXXX XXXXXX

.-"tthcr l'rrre-nel
nub-Tr.ta 1

01 LRATIT/0 COSTS:
Tray el
TeachinE Aids & Suppll et',
Other 0,erstln Costs -.,--.

Sub -Total
CAVITAL OMAN':

- -Nub-Total _.......,r,u3neta

TOTALS

RR ' APPROVE E VF t J..AN1C - TO RE USPD BY TIVRFAUI

t rozram 1.ev"1 nal.iii.1:-.r. 410M -Operating A ,t, . , ;apical (F.00) Tntal Fund s _ _ tr9 I er t . 1
1:0 .

Se condsrz
Adult
Other

.---
-Total :.

tintS1 ED:

Department Chairaan or Teacher

School trincipal

Superintendent

REcoMMENDD:

Divi bion lilroctup

Al ROVED:

- 122 _ Assistant Suptrintendeot for Vocational Education ,



1
. At

Ill

y. :F EDUCAT CX

.%:.12.F/0:- Cr V 'Art. 4;1' rigic,17)0N
..I2 &Nit, Et. ,:11.1.3rky

AV LI l'OCAT:k;SAL

Prepare .2 COI)

PrograM Al ea in ej-! 1.1h,

..s.12Mr=.17.0=4.=
CHICO. API P4,1441411 VI.tAlI1nALIKt li:ItAM ARIA 1

PART 41 ,H14411.4.1I

13 A yric.it
Ap.cullemi %null I mmer
Am:04m ...lull I Hine,
Ftworntv..A Itt

41.4J11 al.

ANS PART il-srt:tiAl. PRóItAM. "Ptii - fofst,Mlii HC1M Nt.;

loos% occrit..,
C Home IF0,100n1.141)

C Ito& & InduNIV
0111., 01,40111.

P th...1ge
P elanawpped

0111w(Speco,):

-0 Home -c. - Time Aduil
C I hone Et. I Inmore411

PART t; -COOP! Ari
U COOPC/011.1 V0e111101111i.,PART 1) - LAI NPLARY

0 EBInplary Y.C. Provent
NII.ILN A P14111.41 AM I% Cl. ANSIIII 11 Ali A SPLC:1A1 PROGRAM. INDICATE THE REGULAR voevrioNAL AREA BY PLACING AN
X IN 4 FOR F MARFA INVOI VED.

SALAR

PPM EPTLD PROINAMS

TITIE TEA fir4.1 -5 NAME

*TOTAL
NUMPEn

qr
Pfii 431(4 PAM

RATE

ON KATE PEE

INSTRUCTIORAL
pRog RIM

TC7AL
rer;

seem..

ela.3 r4p. Aids & Supplies

Total Salaries for
PI*11,TI mr Perttotuoq

YET Y A LI EY 1HT

Tol al Sai aries
--"A"..1t111-T1 vie 14r.rt-olowl

OPER A''' {NITS

--a ems

im.,^711

Total Operating 'Cost

1. Transfer total to budget request form
2. All instructional progrqmd for adults must be .approved before instruction begins

thin tolumn for agriCUittlre progralAZ
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; 4 . . I.,' 4Hrir.....1 41111'7'41

I'A. ne.

CIF I.ru....;ION

PFVTUrrY DLIAPTMIXr OF FIVICATIOff

114irrol td I.WaT101AL tZhe.41/0I4

Frantfort. Kentucky

ON

e.:-sthot I 1.11. "
('1.I a- Th.sni Adult Ile. .;

Only to 1,c ttud 3cY ort..luvL9.5,w. 4.-1
under the Vocational fluntint. of
296. NOT von rolalIATPIN 1111Tft.

Prepare 2 copica for eao.11 Voa.11.1.oti4

Program trea 14 raeh school.

011 eV, A 111.11I'lll tA N'Al et )elAI N; It A IO ILA ichrek only one Aeon)

Mit:MAU 4114N;14 AN% I PAK I SPI.(1A I. PRIM ItAMS

11 kowutilme a (tome fa. (up.f.t)
I etiolooess A °Mee 0 t ruin A Induoly
a Roth donne LduentInu {it libel (Speen. eL
0 Health lktuIMlinht

Cl alaattevoitegatl
O Handicapped
0 Other fotipeelly):

PARTQ EXEMPLAKV
Exemplary Vacationist Program

PAlli I 4CON1111Mrk 6 110MI t.1

Honte Et. Olome lons

PANTO *COOPERATIVE
Cooperative Vocational Prograno

11-usnmat ?uch as: Administrative Instructor- I..te I

,===emosal

AMI

FULL PANT
TITLE TIME TIME SEcoNTIANy vonTSIxountoty TOTAL fItt.mq

TOTALS



taireL itatRVI. inTtaall
r al Year 39

0AIND or irltICATION

DUCKY DEPAIITMLliT OF tnnaTION
litmr.hu Ott vOcia3ouAL EVJCATlow

Frankfort. rentucy

TPAVEL

Prepare 7 copies rcr each Vocational

Program Area in each school

CIIL( K APPROPRIATE VOCATIONAL IlitOGR AN
..-=-----==s-tatr--..a--aniaor...=.s.n...,.-....r.- . .

(PART I ) .- IRFGULAII PPM:RAMS

.nma=m
AREA (theta only one iim)

PAIR!' II , SPECIAL pRodmiel AeltV-.CEN.AIPAIN & 34014EtiAlKatii.:

0 Apical! not
0 la uslaes & Office
0 Diattibuttne It doesVinic
0 Mesh th Oct upsilons

0 Name la. ICliiInful)
C) Volta 4. ladoetty
0 °Met (Rpocif y):

0 Olailatantsamt
C3 fleadIcapplid
0 Other (Specify):

0 Goats Ec. Momenta kinat

PART 0 - COOPERATIVE
0 COoperatate Vocational Programs

PART D - EXEMPLARY
0 Eavatobta Vocational holism

ANTICIPATED TRAVEL ESTIMATED COST

Teachers' Last Names(

. rmprrvition (approximate number of pupils to be visited

and number of visits to each pupil)

TOTAL

Other travel needed in connection with program

(Describe briefly what this will include)

t.l State and other meetings called by Assistant

Superintendent of Vocational Education or his staff'

(indicate meetings)

."-District meetings and conferences (number and kind)
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NAME

APPLICATION FOR ENROLLMENT

DISTRIBUTIVE EDUCATION

(LnAt Name) (First Name) (Middle Name)

Rome Room

AGE SEX

ADDRESS TELEPHONE NO.

(Street & Number) (City) (Stnte) Zip Code)

DATE OF BIRTH SOCIAL SECURITY NUMBER

NAME OF HIGH SCHOOL YEAR

PHYSICAL DISABILITIES

HAVE YOU EVER BEEN ENROLLED IN A D.E. CLASS?

WHERE?

NAME OF PARENT OR GUARDIAN

ADDRESS TELEPHONE NO.

(Street & Number) (City) (State) 4Zip Code)

NAME OF HIGH SCHOOL COUNSELOR

APPLICANT'S SIGNATURE

PARENT'S SIGNATURE

Figure VI
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DATE

DATE



PERSONAL RESUME

NAME SoCIAL SECURITY NUMBER

AGE HEIGHT

WEIGHT }ACE

DO YOU OWN AN AUTOMOBILE? ARE YOU A LICENSES DRIVER?

NUMBER OF HIGH SCHOOL UNITS COMPLETED

DO YOU PLAN TO ATTEND COLLEGE?

ARE YOU INTERESTED IN RETAIL WORK? AT WHAT LEVEL?

WOULD YOU BE WILLING TO WORK OUTSIDE YOUR HOME COMMUNITY?

HOW DID YOU BECOME INTERESTED IN DISTRIBUTIVE EDUCATION?

WHAT ARE YOUR PARENT'S ATTITUDES TOWARD DISTRIBUTIVE EDUCATION?

WHAT WORK EXPERIENCES HAVE YOU HAD?

REFERENCES:

Name Occupation Address Phone

Figure VII
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DISTRIBUTIVE EDUCATION COURSE OF STUDY

INSTRUCTOR YEAR

SUBJECT, AREA, OR UNIT

2.

3.

4.

3.

6.

7.

H.

P.

IU.

Figure VIII

DAILY CLASS SCHEDULE

Period Class Room Instructor

Figure IX
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CHAFTFF X'V

.EVriUJAITuN ANE a Chl.::.iArtON

Evaluation represents the-best judgment after all evidence been

considered. and should be made first' by members of the school staff, Evalttoive

,:riteria, using the product rattmr than the process approach, is now being

developed for all vocational education programs. After field testing in one

ocational region. this, evaluation model will be implemented statewid,t.,

Accreditation generally-utilizes the process .approach 'tost=tV!.lua:ion.

The State Board of Education. through the State Department of Education,

cczedite. all secondary schools on an annual basis through reports and

supnrvisory visits. All secondary schoolli Sire accredited every five yetr?

hased on a comprehensive team visit by the State Department of Education

Prior to this 'tbram visit, a self-evaluation instrument is mailed to the Ditrib-

utive Education Department,: The staff in the local ristributive Tduzilion

U.?partnont completes this self - evaluation and makes it available to the team

member(s) assigned to make an evaluation study.

A copy of thisself-evaltiation imatrument follows.
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SELF-STUDY EVALUATION FOR DISTRIBUTIVE EDUCATION DEPARTMENT

District

School

Deportment Chairman

P;rincipal

Date,,

I. STAFF

No. Of teachers in department: Full-time Part-1ime

N. holding degrees: MA or Above Bachelor Degree No Degree

,No. holding certificates: Standard Provisional Commitments

No. of teachers assigned in: Major Minor Out of Field

No. of teachers with teaching experience of: 0 1 yr. 2 yrs.

3 yrs. 4 yrs. or more

No. of classes size: 31-35 36 or more

No. of teachers teaching more than 675 pupil hours per week

II. ORGANIZATION

COURSE OFFERINGS AND SUPPLEMENTARY DATA.

Title of Course

Check if
Number of Required for

Grade Enrollment Sections Graduation

Units of

Credit



DISTRIBUTIVE EDUCATION.

I. IIIILOSOPIIY AND 011111ECTIVES

A. Philoiophy .
. Attach .4 copy of the 1)11114bmipliv of the local school.

=. Attach a eopy of the phtlownphy of the local distributive eiliwal ion
department.

3. Is the philosophy of the school in accordance with the philosophy of
th distributive education department? Yes No

4. Indicate areas of agreement. and/or disagreement.

5. Explain briefly the differences between the philosophy of the sOool,
distributive education depsrtment, and that of the philosophy of the
State Department of Education.

Orf.ertb 41o ..dent of involvem,of of hominess communitY and parents
with the distributive education program.

7. hi'scrabe the omige that is projected to parents and the business
communitv.

B. Objectnim

1. In view of your stated philosophy, list the major objectives of your
distributive education program.

c

II.- ORGANIZATION' ADMINISTRATI(iN

A. General Factors

1. Dastribnlive,eduoation is for nit students who want., aced, and can
profit from'Ahe inatiructior. What percentage of the total school

-



popuiation As ta4lic served to the dis-
tribuile education program?
(Strong 30%; Adequate v 15 -30%;

Weak w Less than 15%)

2. Terminal behavioral objectives of the
distributive education program are
developed cooperatively by school
officials, vocational educators, employers,
advisory committee, and other interested
groups.

i. The distributive education program is
evaluated annually in light of the
stated objectives.

4. Distributive education program is adjusted
constantly to meet the current needs of
distributive businesses by a community
survey.

5. The distributive educatiOn program offers.
training opportunities in litany diversified
areas of distribution to students who need
and can profit from such training.
Comments and Recommendations:

Si rang Adequaireak Non-App hie

6. The teacher-coordinator is responsible for supervising oh-the-job
training experiences, and distributive education club activities.'
Yes No

7. All senior members of the distributive education class are lawfully
employed in a distributive occupation or engaged in a simulated

?ram. Yes No

6,, Enrollment in the cooperative distriDutive education class is limited,
in order to prOvide adequate time for individual instruction and
supervision. Yes No

9. All students while_emplo I intraining stations receive stipulated
salaries comparable to s. arses pattlother beginning employees
performing similar duties Yes No

10. The distributive education iencher-coordinator teaches only distributive
edocalibo classes in the school. Yes No (If this'is not
the ease. explain.) List duties of teacher-coordinator not related to
distributive edlientfml:

11. Each student has secured a work permit and a ss:2ial security card for
the current year. Yes 'No
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IL AMIvdoryConinntbmm

1. The administration -- principal. superintendent, and teacherhas appointed
a special advisory committee for.dtstributive education. Yes

2. The advisory committee is composed of individuals representing employers,
workers, educators, parents, and other interested groups. Yes Ne

3. The duties of the advisory committee are confined to counseling and
advising the coordinator. Yes No

4. To what extent is the advisory committee used? Comments:

C. Community Surveys

1. Types of specific training to be offered
are determined by surveys of distributive
businesses. the following factors being
Censiderrat Tetal:numbyrvmployed in
distributive busineises, number employed
in specific distributive businesses, and
annual need.for new Workers in specific
distributive businesses.

2. To what extent are the present offerings
.in distributive education representative
of student and community- needs?

3. To what extent do training and experiences
offer parallel present conditlens and '
proeedures existing"tn distribution in the
conuuunity?

4. To what extent do the pcovide ,
for the development of an'understanding
and appreciation of employment and good
workmanship in your community?

5. To what extent does each student receive
related job training based on the survey'
findings?,

D. Records and Reports

Strong Adequate Weak Non-Applicabl

1. The coordinator makes afiling with the principal of a proposed itinerary
of coordinatior_vrsits, to keep him informed. Yes No

2, The coordinator maintains a record of daily coordination and other
'distributive education activities. Yes No

3. Permanent records of each student are'kept by the coordinator.' These
recerds include grades, job performance, and other pertinent information



which will provide a sound basis Cur answering letters of inquiry and
refenrnco, and provide-records for future coordinators Who will be
responsible for the program. Yes No

4. The coordinator has a training plan for each student, indicating 114
beginning jobs on which training is required and future training which
will be given each student, so that employer, student, and coordinator
are aware of achievements and progress to be-made. Yes N.t

-
41f not aptain.)

5. The coordinator and employer work cooperatively gn the 4.leVe.l.opmeot
of the training plan. Yes No

6. A training agreement has been signed by student, parent, mplever, and
coordinator. Yes No:

7. The coordinator follows a planned program of work and course of study
developed at the beginning of each school year. Yes No

M. The follow-up of graduates of program is indicated in the student'
department record. Yes No

E. Schootandaminmn6tyMplaticos

I. To what extent is an organised and fune-
jiloning program of public informAtion
` -inaintained to keep potential employers

And-the general public informed of the
services available through the program?

2. To what degree have the media listed
below been used to impart information
on the purposes of, and services rendered
by, the distributive education program?

Cheek Items Used $y Your Department

Radio
News releases.
Leaflets or booklets explaining and
describing distributive education

Contests
Movies and slides .

Open house and other social
activities at the school
Exhibits and displays
Talks to community groups

J. now 04 business people in the community cooperate and show an initiest in.

and a desire to assist the distributive education program? Comments:

.40
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4. How do the teachers in the school cooperate with Hie distributive
education coordinator? Comments:

5. How do you inform the guidance counselors about the place of
distributive education in the total school program?

6. How well are the activities of Ihe distributive education program
puhlicized in your school? Comments:

F. Instructional Personnel .

1. Do you participate in activities that provide in-service training?
(e.g., state and district teachers meetings, other educational meetings)
Yes No List in-service meetings attended during the
current year:

2. Are you a member of professional organizations? AVA-KVA; KADET-
NADET; NKA-KEA), Yes No List organizations to which
you belong:

3. Are you an active participant in school and community affairs?
Yes No List activities in.which you participate:

4. Do you have an understanding of present laws and regulations pertaining
to distributive education? WA No

5. Do you maintain acquaintance-with current developments in distributive
education on the vocational level? Yes No

6. Hnve you had courses in teaching methods as well as the organization
of distributive education instructional materials? Yes No

7. Do you believe in the value of renewing your occupational experience
and take advantage of every vportunity to add to your occupational
knowledge by returning to work in some distributive occuplation? Yes

N. Staff members are knowledgeable in
distribution and are able to convey this
knowledge to the students.

- 138 -
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Strong Adequate
9. Staff members are familiar with

the history, purpose, and objectives
of distributive education..

W-aki Non-Applie

10. Staff members assist the librarian
in selecting-materials In distribu-
tive education.

FACILITIES ANI) EQUIPMENT

A. Facilities

1. The space provided for the distributive education prograpi meets the
the minimum regulations set forth by the Division of Distributive
Education.

a. Room 30' x 40' Yes No
h. 10( }' candles of light Yes No
c. Storage space Yes No
d. Electrical outlets appropriate to room equipment Yes No
e. Coordinator's office Yes No

Comments im Strengths and/o Weaknesses:

B. Equipment

1. The following equipment is part of the classroom inventory:

Chock Items You Rave

a. Coordinator's Office:

Olfice Desk and Chair
Telephone
Hookase or Shelving

h. Classroom:

Typewriter
Filing Cabinet(s)
Wastebasket
Extra Chair(s)

Bulletin board Chalk board
Display case Display window
Storage lockers Price ticket market
Wall shelves Spirit duplicator
Sign press and supplies Paper cutler
Paper punch Charge plate machine
Assorted sign holders Staplers Oland and gun)
Staples Hammer
T-square Saw
Tin snip- Screwdriver
Paint brushes Pens (assorted felt tips)
Scissors '(at least 5 prs.) Pencil s arpener
Full-length mirror Wash bas -,t



Individual tables with chairs
Wastebaskets
Wrapping counter
Cash register stand
Peg hoards and equipment
Mannequins and feature plalform
Clock
Typewriter

Cumbria on Strengths and/or Weaknesses:

Equipment tables
Counter displays
Shadow boxes
Magazine rack
Storage cabinets
Extension cords
Cash register
Adding machine

2. The following audio and/or visual equipment is provided or available
for instructional purposes:

Check Those Available

Opaque projector Screen
16 mm. projector with sound Projector stand
Slide projector with sound Tape recorder
Overhead projector Flannelboard
Dark blinds for the windows Record player

Comments on Strengths and/or Weaknesses:

3. The following supplies are available:

Check Those Available

Tape Show card paper
Price tickets Sales checks
Business forms Wrapping paper
Ribbon Stationery and related suppliel,

Record folders

Comments on Strengths and/or Weaknesses:

IV. INSTRUCTIONAL PROGRAM

A. Coordination of Cooperative Students

1. Coordinator plans home visitation prior
lo Placement or suniltni

2. 111y coordinnlou n41114v; ach
wrill,n plan a,livlUlvs.

A. Provision is madv For rnordInliiing
instructional activities with the
student's developed training plans.

Strong AdequatelWeak Non-Applicable



4. Provision is mode for individual in-

information in his chosen career objective.
depth study by student of occupational

Comments:

Strong AdequateiWeak Non

B. Cooperative Training Station

1. Instruction in teaching methods for
cooperating employers and sponsors is
made available by the coon' i ant or.

2. Students are placed in training stations
in accordance with their career objectives.

The teacher and the training sponsor
record periodic evaluations of the
student's ability to apply what he has
learned.

Training sponsors provide guidance and
on-the-job training which result in
students being capable of performing
the work for which they arc being trained.

5. The coordinator.conducts a planned visit
to the student's training station a
minimum of once a month.

Comments:

C. Evaluation

1. Adequate records of student progress are
kept up to date and used in development
of instructional activities.

The coordinator periodically real no leg
the classroom instruction.

Comments:

D. Follow-up and Placement

I. Followup of graduates in distributive
education reveal that a large majority
pursue the career objective as outlined
by the student.
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2. Provision is made for program udiustment
when indicated by follow-up statistics.

3. The coordinator maintains follow-up of
graduates for a five-year period.

4. The coordinator guides the placement of
students in relation to the student's
career objectives.

Comments:

Strong Adequate Weak Non-Appli.ohle

E. DECA

1. The youth organization is an integral
port of classroom instruction.

Comments:

F. Instructional Materials and Library

1. Students and faculty use library
facilities for distributive education.

2. Instructional materials include pro-
fessional periodicals from the various
specific areas of distribution.

3. An organized reference file of ut-
structional materials is utilized by
students in the classroom.

4. Use of instructional materials includes
recognized texts, teaching units,
reference materials (both texts and
workbooks), and resource persons.

Comments:

G. Adult Education .

1. rrovision for actively promoting and
conducting adult distributive
programs is part of the organizational
structure.

2. in.truction in adult programs contributes
to the community needs and objectives of
the local school system.
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Communt!,7

H. Disadvantaged and Handicapped

1. Provision has bier made to me,t th
imitructional -weds of the disadvaniaged
and handirlipped student.

Explain how this is done:

'Strong Adequate VbakiNon-Appli ab

it I

I V. LONG - RANGE PLANNING
A.-Planning

1. How is .the distributive education teacher(s) involved in developing and
revisinglocal plans for vocational education?

B. Long lange Planning (5 yes.)

1. In the revision of the Local Plan for Vocational Edueation,-what
exemplary and pilot programs have (waived?

C, Budget

1. Uelativ to.your budgets, explain the.progressiveness of the distributiv. -

education program, such as to the vocational units and teacher require-
ments needed.

D. Resee',:cli

1. nal. fu Lure research is planned to keep your distributive education
.0
progrmn up to date with resp,ot to economic devel?pmentsin.the communiir
P

2. What provision does your school make for vocational education research?
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Cincinnati: South-Western Publishing Company, 1966.
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wingate, 'ohn W., Carroll A. Nolan, Fundamentals of Ser.ing, Eighth Eoition

South-Neritern Publishing ccmpiny. 1967.

d'F

Advertising

'The Picture's the Thing.' il6 mm, color. sound 18 min. Miller

and Hutchings, Inc., 333 West Lake Street. Chicago,,Illinots. .Feturn trans.

p rtation charges paid by boriower. Must be booked two months it advan:e

Fran -loan.

"vri, lames Advertising Do"," ;35 mm. filmstrip, 64 frames, 13 min., :olor,

record - -12 ", 33 1/3 rpm.' Audio-Visual Center, Evening and Exension Division,

icy College S:hool of Business, 17 Lexington Avenue, New York. New ',ork: 10010.

Fuhlic Belations

'Ho., to Remember Names and Facei.' .16 mm. sound, 20 min. Moorrn r,lk

tug Picture Service, Inc., 45 Rockefeller Plaza, New York, New -park 10020

Falaa Training

'Johnny Meets His Boss, "Johnny '.7.rtts the Customer ' ' ohnny Prsent, .

Wtr:tndise and ".,ohnny 'hoses th.! iFilmstrips with narr.ition on

r ...:07d or taper Audio- Visual Educslion Service, Wesbrook Hall, Univar:lity of

Minnesota, Minneapolis. For Fate.

'fish Fegistering Made Easy:" .'.out' -slide training film, 19 mic I ). :-

chanJising Film Produ:tions, 410 Fourth Avenue, New York so Mali :0016

':ales-7raining Movie.i' :16 mm. sound, color 22 min.) L. . duPon oe%emou:

sill Company. 'nc.. Nemoorr, 5336, Polar/are. Free-loan.

'All ' Can Do." i16 mm. scunc 23 min.) Modern Talking Pi.attirF. service.
.

'nc.. 45 Brlo,fellsr Plaza, New York. kt-w York, 10020. Freeloan,

tic)



"Behind Each Sale." (16 mm, 32 min.) Modern Talking Picture Service, Inc.,

21 West 6 Jth Street, N,w York, New York, 10023.,' Free-Loan.

,
"How to Keep Customers Buying in a Self-Service Store." (Filmstrip

National CaAh Register Company, Dayton, Ohio, or see your local distributor

Free-1-ln

"rhe Ten Commandments of Mass Fetailing." (Fiimstrip) National Cash

Register Company, Dayton, Ohio, or see your local distributor. Free-loan

A GENERAL SOURCE AND AVA:LABILITY INDEX
FOR FILMS AND FILMSTRIPS

Asso2iriiion Films
561 gillgruve Avenue
taGrange, Illinois 60525

American Standard
Plumbint & Heating
Sales Training Unit
40 West 40th:Street
New York NY 10018

American Telephone &
Tniegraph Company
Film Display Division
195 Broadway
New York, NY 10018

Audio-Visual Extension
the City College
17 Lexington Avenue
New York. NY 10010

Ilig'elow Carpet Co.

140 Madistn-. Avenue
Nvw York, 10016

Businese.Education Films
4607 16th Avenue
Flrooklyn, $.4), 11204

duPont deNemours
Moon Picture Section
Wilminton, Delalcare ---98
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Encyclopedia Britannica Films, Inc
101 Marietta Street
Atlanta, GA 30303

Fish & Wildlife Service
U.S. Department of Interior
College Park, Maryland 20740

General Motore Corporation
Film Library
Detroit, Michigan 2

Goodyear Tire & Rubber Co.
Audio- Visual Department
Akron, Ohio

Hadden Films, Inc.
422 West Liberty Street
Louisville, KY 40203

Bates Film Library
267 West 25th Street
New York, NY 10007

Bates Manufticiuring Co.
30 Vesey Street
New York, NY 10007

California Commercial Films
141 El Camino Drive
Beverly Hills, California 90210



T. Davis Company
366 Waller Avenue
Lexington, KY 40503

Continental Productions
339 Vine'Street
Chattanooga Tennessee 37403

Dartnell :orporation
4660 Ravenswood Avenue
Chicago :11I4ois 60640

Ideal Pictures Corporation
625 E. Southwater Street
Chicago. Illinois 60605

:deal Toy Corporation
290 Fifth Avenue
New York, NY 10010

Jewell good Stores
711inois 60609

'ones and lamson Machine Co.
Spingfiel:!, Vermont 05156

Jam Handy Organization
Detroit, Michigan 482].1

lohnsn and Johnson
Promotion Department
New Brunswick, NJ 08901

Kendall Refining Co.
Y. Mr. Jack EastMan

Tzraifor& PA 16701

Kroger Company
Promotion Department
7th Street
Cincinnati. Ohio 45202

Leather !ndustries of America, Inc.
411 Fifth Avenue
New Yo. k, NY 10016

Iiiintington Laboratories, Inc.
Huntington, Indiana 46750

Hollywood Pictures
106 S. Church Street
Charlotte, North Carolina 28202

Hammermill Paper Company
Advertising Deportment
1557 East Lake Road
Erie, PA 16511

Hyyck & Sons, P.C.
Kenwood Mills
Rensselaer, NY 12144

Insulotton.Board Institute
III West Washington Avenue
Chicago, Illinois 60602

International Films Bureau
57 East Jackson Blvd.
Chicago, Illinois 60604

Mirror Manufacturers Association
2217 Tr.:June Tower
435 North Michigan Avenue
Chicago, Illinois 60605

Modern Talking Picture Service, Inc
9 Garfield Place
Cincinnati, Ohio 45202

Movies t! S.A.
729 Seventh Avenue
New York, NY 10019

National Association of Retail Grocers
360 North Michigan Avenue
Chicago, Illinois 60601

National Bank & Trust Company
231 Jouth LpSalle Street
Chicago, Illinois 60690

National Canners Association
Information Division
133 Twentieth Street, NW
Washington, D.C. 20006

National Cash Register Co
Doyton,i/Ctio or see your local dealer
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Lily-Tulip Cup Corporation
Sales Training Department
122 East 42d Street
New York, NY 10017

Louisville Free Public Lf.brary
301 York Street
Louisville, KY 402G3



McGrawH:11 Book Company
Text Film Department
330 West 42'l Street
New York, NY 10036

. Owens-Illinois Glass Co.
Box 1035

Toledo Ohio 43601

O'Brian Corporation
Att: Promotion Minager
2001 West Washington
South Bend, Indiana 46628

United World Films
1445 Park Avenue
New York, NY 10016

Paraffived Carton western Electric Corporation
wesearch Council film Section
Ill Washingr.on Street 60602 Box 868, Gateway 3
,;hicagD. Illinois Pittsburgh, PA L5230

EI:b.rt Reis & Co.
Advertising Department
Empire St,te Building
I,ew York. 'of 10001

Wood Conversion Company
J. B. Egan, Director of Sales
W-1800
First National Bank Building
St. Paul, Minnesota

Femington Arms Co., Inc.
Barnum Avenue. Warner & Patterson Company
Bripgeport, Connecticut 06008 920 South Michigan Avenue

Chicago, Illinois 60605

Boson Corporation
Training Division
Woc.dbridge, NJ 07095

Sterling Movies USA, Inc.
100 Ea4it Monroe Street
;hi ago, 60603

,niversal Bookhinding, Inc.
800 Blach Avenue B
Stn Antonio; Texas ----6

Nash-Kelvinator Corporation
Keltinator Division
FiA Section
14250 Plymouth Road 48227
Detroit, Michigan

National Restaurant Association
B South Michigan Avenue
Chicag'. Illinois 60603

National Petall Hardware Association
964 North Pennsylvania Avenue
!ndianapolis, Indiana 46204

Remington Rand, Inc.
315 Fourth Avenue
New York, NY 10010

Shell Oil Company
Film Library
624 South Michigan Avenue
Chicago, Illinois 60605

55101

Department of Audio-Visual Services
University of Kentucky
Lexington. KY 40506

Merchandise 'Film Productions
192 Lexington Avenue
New York, NY 10C16
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MULTI-COLORED TRANSPARENCIES AND COLOR STRIPS
EXCLUSIVELY FOR DISTRIBUTIVE EDUCATION TRAINING

SOURCE: Colon.ial Films, Inc., 752 Spring Street, N. W., Atlanta, Georgia,

30305.

Distributive Edpcation

Series Title Cost

I "Good Grooming" (19 trnnsparencies) $6t)

"Orientation to Distributive Education" (17 trans.) $50

11T "Job Application and Job Interview" (14 transparencies) $40

IV "Basic Salesmanship" (21 transparencies) $65

V "The Distributive Education Clubs of America" (11 trans.', G25

(Note: Ihn complete aet of five series--$240.00r-is available for a 10-day

review.) (Additional series in the Colonial Films D. E. Program will cover

'Pasic Principles of Design, Basic Principles of Color,. Display and Advertising )

Series I is designed to make students conscious of4the role good grooming

plays :n daily life and presents basic good grooming rules that apply particu-

larly to studeiitg about to enter the workir7, world. Series II outlines the

basic Distribuilve Education program and is designed to introduce V. E. to

high school students, post secondary students, civic organizations, parents,

teachers, and i%terested groups. Series III explores the various phases in

applying for a job and participating in a job interview, and illustrates forms

must be filled out before seeking employment. Series IV defines selling,

points out the basic channels of distribution and reasons people buy, anA

explores the major steps i a sale. Series V outlines the activities, benefits,

and program of DECA--the na.ional organization designed specifically for

- 153 -
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students enrolled in Distributive Education. Most of the information in this

series comas from the National JECA Handbook and the material covers the DECA

program at national, stale, and local levels.

Color Filmstrips of Parliamentary Procedure

PP - 1 - "Importance and Fundamentals" (55 Frames) $6.00

PP - 2 - "Main Subsidiary, and Incidental Motions" (54 Frames) $6.00

PP 3 - "Privileged and Unclassified Motions and Miscellaneous

Information" (50 Frames) $6 )

COLOR SOUND FILM FOR PUBLIC RELATIONS
AND/OR INTRODUCTION TO THE STUDY OF DISTRIBUTIVE EDUCATION

"Distributive Education . . Tells It Like It Is." (28 min )

Public Relations Department, Sears, Roebuck and Company, 7401 Skokie Botilevard,

Skokie, Illinois, 60076. Free-loan.
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Appendix B

Teaching Aids - An Example



THE SIGNPRESS

These instructions for the use of theISIGNPRESS have been broken
down into five lessons. The first 'our lessons can covered

in one hour each but the time requi.:ed for the last lesson will
depend upon the number of st:Aqnts and how much time can be
alloted to each student or each group of students for individual

practice on the SIGNPRESS.



CONCLUSION

1. Machine-made signs are easily duplicated.
Net as time consuming as hand painted signs.
Many signs can he made about a: fist as one after ,et -up.
Machine-made signs are far..less expensive.

2. Signs are needed in the school cafeteria and bookstore to
advertise ball games, dances, glee' club activities, hake
sales, fal.1 festivals and other school functions.
They may he used with window display's and-interior display:,
or to display class slogans, etc.

3. Through the study and use of the signpress,--skills are obtained
in type-setting, sign layout, sign compusition, balance and
inking and printing.

I1UT MOST OF ALL

4. You will he learning a marketable skill because all stores and
many other.businesses use signs to announce and advertise new
products, price goods for sale and store announcements.

APPLICATION

1. Have different students report on the following from outside reading:

a: History of printing.

b. Methods of sign painting.

c. Types of signs needed today.

d. Choosing proper' words. for signg, .



LESSON PLAN

SUBJECT OR UNIT: The Sign Press

OBJECTIVE: To become proficient in the use of the Signpress

INTRODUCTION

Early man made public annoucements in clay or sand or even dust through

the use of crude pictures made with the finger or a stick. Later he began

drawing pictures on stone or wood through the use of charcoal. Even later

crude pictures were etched in stone.

Today we make announcements through use of hand-painted signs, stencils,

letter presses, off-set presses or flat-bed presses such as the SICNPRESS.

Things to be brought out by the student

1. Why would we make signs on the signpress in preference to hand-maae
signs?

2. Why are signs made?

3. What can we learn by making sign?

4. Can we'use the knowledge obtained in making signs outside the
classroom?

PROBLEM

Why study thn Signpress

ANALYSIS

1. Advantages of machine-made signs
2. Uses of signs
3. Skills obtained
4. Marketable skill

REFERENCES

Signpress Visual Pak #2

Handout #1
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LESSON PLAN 2

SUBJECT OR UNIT: The Signpress

OBJECTIVE: To become prolicicnI in the use of the Signpross

IN1ROUWflON

In this lesson we will become lamiliar with all the components of the

SIGNPRESS. You must be familiar with all the components of the SICNPRESS

before you can make presentable signs on it.

You must know: (1) What to set the type on, (2) Where to set the type,

(3) How to set the type, (4) How to hold the paper on the movable carriage,

(5) How to square the paper, (6) How to load the paper in the machine,

(7) How to center the type, (8) How to operate the movable carriage to make

the sign.

Things to be brought out la the student

Since you will be showing the students the components of the SIGNPRESS

and their functions, this part will not be used.

PROBLEM

What are the functions of the components of the signpress?

ANALYSIS

1. Machine bed
2. Gripper fingers and gripper lever
3. Anchor corner
4. Type bar
5. Movable carriage comb
6. Movable carriage components

REFERENCE

Overlay O. Visual-Pak--Signpress Company

Handout #1



CONCIMSION

1. The machine bed is the fiat uwial urface upon which the type is
set: ( #1).

L. The gripper fingers ( #2) are the fingers that hold the paper. They
are activated by, the gripper level (#3).

3: The anchor corner Ls the corner of the gripper fingers nearest
the operator which squares the paper making it possible-to re-ink
and reprint a sign in case of uneven ink on the card (#4).

4. The movable alignment comb (pr) serves as the right hand anchor
for the type bars.

5. The type bars arc the bars upon which the type is set (#5).

6. The Movable Carriage components are

a. The adjustable pressure dial (#7) is for setting the thickness
of the paper to be used.

h. The floating roller ( #8) is the assembly that applies the
pressure to the paper to he printed, according to the
thickness dialed on #7 above.

c. The Twist-Grip handle (#9) locks the floating roller (PS)
in the. position dialed on #7 above.

APPLICATION

Have students set the type bar in place,' put paper in the carriage
and trim the Twist-Grip handle as if printing a sign.



LESSON PLAN 3

SUBJECT OR UNIT: The Signpress

OBJECTIVE: To become proficient in the use of the Signpress

INTRODUCTION .

In order to operate the SICNPRESS efficient-1y, certain accessories

arc essential and we must know their use before-we can effectively use

the SICNPRESS.

Things to be brought out j the student

Since you will be showing the students the essential accessories and

their uses, this part will not he used.

PROBLEM

How to use the essential accessories of the signpress

ANALYSIS

Aluminum type bars
2. Typo
3. Spacers
4. Magnets
5. Ink, platen, and brayers

REFERENCES

Handout
Overlay 02 Visual- Pak- -Signpress Company
Overlay #4 Visual- Pak -- Signpress Company
.Tips on the use-of the signpress

CONCLUSION

The aluminum type bars hold the type on the machine bed. They
come in various lengths and°7the various lengths are used depend-
ing on the length of the line to be printed. (Hold up various
length type bars.)



2. The type is made of both metal and wood.

a. Type up to 72 pt. (approx I") Usually comes in metal.

1. The smaller metal type has a notch on the bottom (hold
up a piece of the small type and point out the notch).
This notch should always be turned toward the operator
when on the bed of the machine and turned down when stored
in the racks. If it is turned down when stored in the racks,
it will always be turned right to go direct -to the.type
bar when setting the type. In other words, you will not
have to turn it over before putting it on the type.bar.

2. The large metal type will have an air cell in the type
to reduce the weight. These air cells must be on the
right side of the type when on the machine bed and should
be stored in the same manner when on the racks. (Hold
up the large type and point out the air cells).

b. Type larger than the 72 pt. is usually made of wood to further
reduce weight. Since the wood type does not have notches or
air cells, we mark the top and always store it that way.

Now we will set the type for "SIGNS ARE FUN." Notice that
we set the type from right to left and just as it comes from
the rack, with the 'notches toward you or the air cells facing
right depending on what size type you are using.

3. Spacers are used between type characters to separate words, numbers
and sentences. They are also used to S-T-R-E-T-C-H out words. (Hold
up a spacer.) Spacers also come in. assorted sizes.

4. Magnets #10 are used to hold the type in place on the type bars or
to hold the type bars in place when the alignment combs are not used
or to hold the_type bars when printing a curve. See tips on the use
of the signpress for directions for printing curves. Magnets come
in assorted sizes for special uses. (Hold up magnets.)

Note: It is suggested that the type not be inked in this lesson
because of cleanup time which usually requires about 15
minutes. It is further suggested that students be required
to clean up after each use of the signpress themselves for
obvious reasons.

APPLICATION

Have each of the students go through the process of picking a bar and
setting the type for the sign, and returning the type to'the racks
properly.



LESSON PLAN 4

SUIIJECT OR :NIT: The Sigovress

OBJECTIVE: fo become proficient in the use of the Signpress

INTRODUCTION

Now that we are familiar with thy components to the SIGNPRESS and the

essential accessories, we are now ready to make a sign. "Signs .are Fan."

Things to be brought out la the student

Since you will be showing the students how to make their first sign,

this part will not be used.

PROBLEM

Flow to operate the signpress or making your first sign on the signpress

ANALYSIS

1. Choose the proper type bar
?. Pick and set the type
3. Spacers
4. Center the sign and lock with the magnets
5. Inking the type
6. Printing
7. Clean-up

REFERENCES

Overlay 03 Visual Pak-Signpress Company
Overlay #4 Visual Pak-Signpress Company
Handout #2

CONCLUSION

1. Choose the type bar and insert in the alignment combs. The width
of the paper stock and the number of lines to be printed will
ascertain where the type bars are to be inserted in the combs.

2. Pick the type, remembering to arrange the type from right to left
and also remembering that the air cells will face to the right or
the notch will be toward you, depending on the size type used.



Conclusion (Continued) 1

3. Usc spacers to divide the words in the sign.

4. After the type is set, cenror the sign through the.use of the "v"
on the machine bed for standard cards or through the use of the
numbered squares. When centering through the use of the squares, .

remember to consider the space under the gripper finger as part Of
one square. (See Handout #2i SocEinn V, for additional information
on centering.) If non-standard cards are used, it .is easier to set
the type, center with the numbered blocks, and cut the card as
desired after the sign is finished and dried, When sign is centered,
LOCK in place with the magnets.

5. a. Squeeze inch of ink from the tube on the top portion of platen.
fro save clean-up time, place a .Sheet of paper'on the platen
and work your ink on it.)

b. Touch the brayer to a small dab of the ink.
c. Drop below the center of the paper or platen, and work the brayer

hack and forth, lifting the brayer at the end of each forward
and backward stroke. Use a cross pattern when you pick up some
more ink on the brayer, to gel a more even distribhtion of ink
on theA,irayer.

d. With .the brayer evenly covered with ink, apply a thin coat of
ink to the type. Get more ink on the brayer and roll the brayer
horizontAlly, vertically, and diagionally for a better distribution
of ink on the type.

6. a. Set the adjustable pressure -dial, lie sure to move the carriage
enough to the right to clear the gripper fingers before setting
the dial.

h. Depress gripper lever and insert the paper in the gripper fingers,
remembering to place the paper in the anchor corner to square 'it.

c. Move the carriage forward enough to clear the gripper fingers,
then move carriage handle to the printing position and lock by
turning the twist-grip handle clockwise and holding in position
while printing. This allows for.an even distribution of pressure
across the face of the type.

d. Lift printed material until it clears the type, depress gripper
lever and remove the sign,

e. Sprinkle cornstarch on the printed sign to hasten drying. Ordinarily
it will Lake a sign 1-,rom 12 L0 24 hours to dry depending en the
paper used and the weather conditions,but through the use of the
corn starch the sign will be ready in from 30 to 45 minutes.
Take tissue paper and wipe off the corn starch.

7. Cleaning and Maintenance. See Handout #2,Section

APPLICATION

Have each student follow the above procedure and clean up after his sign.
This will take more time but will save you hours of cleaning up after the
students.

You may wish to divide the students into groups of four for this assignment.



Handout 92

THE SIGFPRESS

I. TYPE 4

a. The type included with our signpress is of 4 different sizes:

I. Sizes up to 72 pt. (approx. I inch) are of metal

a. The smaller types will have a notch near the bottom.
This type is placed on the type bar with the notch
toward you.

b. Larger metal bars have air calls. These cells are
placed on the type bar with the air cells to the
right as you face the type.

c. Type larger than 72 pt. is usually made of wood.

II. SPACERS

a. Used between words, numbers, or sentences or to s-t-r-e-t-c-h
out a word.

III. iLUMINUM TYPE BARS

a. Holds type on machine bed.

1. They come in various lengths depending on line to be
printed.

2. The bars may be bent in order to print curved lines.

IV. MAGNETS

a. Used to hold type and bars or type in position on the machine
bed. Allows a set-up without use of bars.

V. PICKING AND SETTING TYPE

a Place the type bars without type on the machine bed and into
the alignment comb in the appropriate position the lines of
print are to be used.

1. Pick the type characters and place them on the bars,
remembering to arrange type from right to left.

Note: When placing the type on the bar, the air cells
will be to the right or the notch will be toward you.

2. Center the type through the use of the "v" for standard
cards, 31/2 x 5h, x 7, or 7 x 11; or through the use of
the numbered squares. (See Note on the following page)



Note: When centering through the use of the squares, remember
to consider the space under the:gripper assembly as a portion
of one square.

If non-standard cards are used, it is much easier to set the
type, center with the blocks, and cut the card after the sign
is finished.

VI. INKING THE TYPE

a. Steps in inking

1. Squeeze inch of ink from tube to top portion of platen.

2. Touch brayer to small dab of ink.

3. Drop below dab of ink towards bottom of platen and work
brayer back and forth, lifting brayer at the end of each
forward and backward stroke. Be sure to use a cross
pattern as shown in transparency #4 to insure even coverage
on the brayer.

4. With brayer evenly covered with ink, apply a thin, uniform
film of ink to type. Roll brayer horizontally, vertically,
and diagonally.

5. Re-ink for each sign. If multiple colors are desired,
distributive dabs of vaions colors on ink platen. Using
a different brayer fol each color, apply the proper amount
of in to the type characters.

VII. PREPARATION FOR PRINTING

a. Operator should always stand, at the left side of machine facing
the adjustable pressure

1. Set adjustable pressure dial to correspond to thickness of
of material being printed. Remember to move roller
carriage enough to clear the gripper fingers before setting
the paper thickness.

2. With lines of,type locked in position, move carriage assembly
(in raised position) to gripper'end of machine.

3. Depress gripper lever to open gripper fingers, remembering
to place material into anchor corner to insure proper
alignment AND, if necessary, to permit reinsertion of
cardstock for a second impression.

4. Release gripper lever in order to hold material being printed
securely in place for printing.

5. Move roller carriage forward enough to clear gripper fingers,
about 1 inches. Then, move roller carriage handle to printing
position and lock by turning the twist-grip handle and hold
in position while printing. This allows for an even distribution
of pressure across type face.



6. With left hand holding the twist -grip handle in position,
push roller carriage across material being printed.

7. Release twist-grip handle and move to a raised position,
return roller carriage to gripper end of machine,

8. Lift printed material.until it clears type face, then
depress gripper lever and remove printed material.
Improper impression will occur if gripper_level is
released before card stock- is lifted..

9. Proofread printed material for ink coverage, spell ing, and
layout. If imperfections exist, make the necessary
corrections, re-ink, then insert material into gripper
fingers, remembering to carefully place material into
anchor corner.. Repeat printing process.

VIII. CLEANING AND MAINTENANCE

a. Wood and metal type--use a dry or lightly dampened cloth to wipe
ink from type characters (always use recommended type wash).

1. Never allow wood type to soak in any liquid since warping
will result.

2. Occasionally, a'tooth brush can be used to thoroughly
clean type.

3. Always clean type immediately after using,, then place
type back into the Froper trays.

b. Brayers--to clean brayer:

I. Place brayer on piece of newspaper, then, pour small amount
of type cleaner on brayer roller and paper. Roll brayer
back and forthto remove excess. Lastly, brayer can be
wiped clean with cloth moistened with type cleaner.

c. Platen should be cleaned after each using.

1. Use a clean cloth moistened with type cleaner.

d. Overall machine should be periodically wiped clean.
e)

1. A lightly oiled cloth should be used on the metal parts
of the machine, especially the machine bed. Be sure to
wipe off any excess oil.

2. A small drop or two of oil should be placed on the roller
bearings and the roller tracks. Wipe off excess.

3. For continued smooth operation, be sure to wipe roller
tracks with a clean cloth.



LESSON PLAN 5

SUBJECT OR UNIT: The Stgnpress

OBJECTIVE: To become proficient in the use of the signpresn

INTRODUCTION

You have all learned (hopefully) the components and essential accessorter

of the signprens. You are familiar with the types of s,Lable for

printing on the signpress but many of your signs had tlati L some kind or

another. Most of these flaws can be corrected if you ,J what caused them.

PROBLEM

What are some of the common mistakes made in :ling on the Signpress

ANALYSIS

1. Poor ink coverage
2. Uneven edges on printed characters
3. Uneven ink coverage
4. Blurred characters
5. Slow drying ink

REFERENCES

Overlay 0 Visual-Pak-Signpress Company
Signs printed by the students in previous class

CONCLUSION

1. Poor coverage (pin holding) is caused by:

a. Not enough ink on the type. The object is to have a thin
uniform layer of ink on the type. It may be necessary to go
from the platen to the type with the brayer from 2 to S times
in order CO ink the type properly depending on the number of
wo-is in the sign.

b. _ enough pressure. Adjust the pressure dial a couple of
notches to the right to increase the pressure.

c. Ink may be dried out or the type may have some foreign substance
on it. Check the ink and the type for pruper cleaning.



Conclusion (Continued)

2. Uneven edges on the printed char..aers dlk by

A. Too much pressure. Turn the in over to see if an engraved
effect has been left on the hack nide. Decrease the pressure
by moving the pressure dial a few notches to the left.

b. Too much ink on the type will force ink to the edges of the
type and leave a jagged effect on the sign. Roll ink thin.

3. Uneven ink co-crage is caused by uneven pressure. The twist-grip
handle was not turned to the right and held,or it was released
too soon.

4. Blurred characters are caused by releasing the gripper fingers
before the card has cleared the type. Lift the card from the
type before releasing the gripper lever.

5. Slow drying ink is caused by:

a. Using improper cardboard. TIP ink cannot penetnite the surface
of the paper and therefore must dry in the air.

b. High humidity will cause slower drying.
c. Ink applied too thick will naturally take longer to dry.

SPRINKLE CORN STARCH ON THE SIGN WHEN FINISHED AND IT WILL
USUALLY DRY ENOUGH TO BE TAKEN OFF WITH TISSUE IN ABOUT
30-45 MINUTES.

APPLICATION

Have students observe signs they have made, pick out mistakes, and give
the remedies to correct the mistakes.



TIPS ON THE USE OF THE S ICNPRESS

.INK SLOW TO DRY

If you are having trouble getting Ink to dry, sprinkle cornstarch evenly
over the printed matter and allow to diiy for about 30 minutes. The cornstarch
can then be wiped off with facial tissue and the sign is ready for use.

CURVED SIGNS

Anchor the type bar, without type, in the left alignment comb and
curve the bar as desired. Lock the bar in place with magnets. Place
type on the type bar and center the curve through the use of the blocks
on the bed of the machine. .titer the sign has dried, the card can be
further centered by cutting off the excess from either end as desired.

Holes can be drilled in the right end of the machine bed, la line
with the original holes, to adjust the bar for the proper curve desired.
These holes should be placed about one-half inch on center.

MACHINE BED

0 O/..\ 0
Move the comb to the new holes
to define the curve desired.

0 0 0 0

New Holes

PRINTING PLATES

Original
Holes

Printing plates to advertise ball games, band concerts, DECA, etc.,
can be ordered fror.i the SIGNPRESS Company, or you can make your own proofs
and have the plates made locally.



Appendix C

Curriculum Survey



Name of business

Address

Manager /owner

DISTKIBUTIVE EDUCATION CURRICULUM SURVEY
(Questionnaire)

Phone

Person interviewed

Kind or type of business

I. To what extent are the follosing
considered when hiring employees?
(Check the appropriate rating)

1. Personal Appearance

2, Dependability

3, Politeness

4. Desire to learn

5. Character references

6.

7.

II. Listed below Are various skills and
learnings. Please rate those you
feel are needed be new employees,
(Check the Appropriate rating)

Store Skills

1. Proper use of the telephone

2. Make out sales tickets

3. Operate 1 cash register

4. Make change

5. Use an adding machine

6. Stock shelves

-

7. Package and wrap merchandise

Very Of Some Not Very
lmpo,.tant Importance Important



8. Build displays

9. Take inventory

10.

11.

SalesmanshipSelling

1. Understand why people buy

2. Understand the selling process

3. Greet customers

4. Determine needs

5. Suggestive selling

6. Handle complaints

7.

R.

-2-

Human Relations

1. Ability to take orders

2. Receptive to corrections

3. Have initiative

4. Have good personal habits

5. Good general personality

6. Neat in work

7. Neat in dress

8. Ability to work with customers

9. Ability to work with others

10.

11.

12.

Very
Important

Of Some
Importance

Not Very
Important



-3-

General Abilities and Knowledge

I. Dri,e an automobile

2. Typing skill

3. Keep records and accounts

4. Understand principles of economics

5. Prepare ad layout

6. Prepare advertising and promotion
materials

7. Use service manuals

8. Common cite effectively with
others

9, Buy r.rchandise

10. Price mark merchandise for
sale

11. knowle-le of credit and credit
policy of store

12. Knowledge of money management

13. Knowledge of mathematics

14. 'Knowledge of legal regulations
for young workers

15. Knowledge of the capital-free
enterprise system

16. Knowledge of different types of
businesses

17. Understand competition (good anj
bad features)

18. Knowledge of government regula-
tions --

19. What is involved in ownership of
business

20. Know how to make tpplication for
a job

Very Of Some Not Very
Important Importance Important



21. Conduct a job interview

22. Knowledge of visual merchan-
dising

23. Knowledge of what is involved
in customer service

24.

25.

-4-

III. Product, Knowledge and Information

1. Understand the aced for merchan-
dise, product, information

2. Knowledge of merchandise infor-
mation to develop selling points

3. Understand how information may be
obtained from merchandise

4. Understand hew to obtain
merchandise information from
eustomer

5. lnder:t ild brands. guarantees,
warranties HO test rAling5----

6. Knowledge needed to make an
evaluation of product

7. Name (list) the kinds of general
products And/or merchandise the
employee shiofi..1 :lave a

knowledge of

Very 01 Some Not Very
Important iMEELLIEL2. Important.



-5-

IV. What one factor) above all others, is the 1.11150 for dismissal of employees in
your businoss'.

V. What arc ti:t wijor areas(s) of weaknesses in most new employees?

VI. In your own words, what are the chief chdracteristics or qualities you look
for in a new employee?

VIT. Would you ho willing to assist in planning
a curriculum for your school.

V111. Would yoli be willing to serve on a local
advisory committeu Zor this kind of a
orogram?

,X. May your comments in this survey be used
a basis for constructing a course of

study?

Yes No

Yes No

Yes No

X. estimate cite o wilier of lddition,11 part-

time cr,lineor; needed during thy school
year. (Give number in each category) Sales

Sales Supporting

Others



Appendix D

Monthly Report Forms



:V:,io;::::enti.1 Programs

Education

*NARRATIVE REPORT

School

Teacher

Date

'Are two (2) top:es: Forward one, by the 5th of the month, to Dr. Clayton
Room 35 Dict.ey Hall, College of Education, University of Kentucky,

LexioRton, Kentucky 40506; and keep one for the departmental file.



Developmental rroyxams
Distributive Eoucation

School

Teacher

Date

REPORT OF CLASS INSTRUCTIONAL ACTIVITIES
(Month)

Date
Problems dealt with


